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ABSTRACT 

The iTiinimum requirement for a hospital medical 
library is that it provide the books^ journals and other materials 
necessary to serve the immediate Information needs of the 
professional staff and to support the programs undertaken by the 
hospital. Since it is impossible for any library to have all the 
materials that might be requested by the hospital staff, the library 
also should have the appropriate tools to be used in borrowing 
materials from other libraries. The library will remain just a 
collection of books unless a person is assigned on at least a part 
time basis to assist requesters and to provide library services such 
as reference^ interlibrary loan, etc. This manual is written to aid 
the inexperienced person who finds herself assigned to a hospital 
library with the responsibility of ordering the library materials^ 
organizing the collection^ borrowing from other libraries or seeking 
out information. It is a varied, challenging and rewarding 
responsibility, for the hospital medical librarian can provide a very 
dynamic and useful information service to her institution's community 
of health professionals, (This is a revision of ED 059 733*) 
(Author) 



EKLC 



*Ui OFPARTMINTOF HiALTH. 
EDUCATlONa, WELFARfi 
OFFICE OF iOUCATION 
THIS DOCUMENT HAS BEEN RIPRQ. 
DUCED iXACTiy AS RECEIVED FROM 
THE PERSON OR ORGANIZATION QRld^ 
INATING IT POlNTi OF VIEW OR OPIN- 
IONS STATED DO NOT NECfSSARILV 
RIPRESINT OFFICIAL OFFICE QF IDU- 
CATION POSITION OR POLICY 



^f^ 

o 
a 

UJ 



MANUAL FOR LIBRARIANS 
IN SMALL HOSPITALS 



Prepared by: 



Lois Ann Colaianni 

California Regional Medical Programs Area IV - UCLA 



Phyllis S. Mirsky, Asijlstant Dirictor 

Pacific Southwest Regional Medical Programs Area IV - UCLA 



Biomedical Library 
University of California, Los Angeles 
2nd edition 
1972 



00 



Revised for use in the 
j Regional Medical Library Program 
Dallas, 1972-73 



o 



FILMED FROM BEST AMILAblE COPY 



ERIC 



ACKNOWLEDGMENTS 



The Core Staff of the TALON Regional Medical Library 
Program wishes to acknowledge the kind permission given 
them by the authors to reproduce this manual. An essential 
ingredient in the Federal support of the Regional Medical 
Library Program is cooperation, not only within the region 
but inter-regional . There is a need to avoid duplication 
of effort, and the permission to use this manual is a mani= 
festation of the cooperative spirit. 

A number of changes were introduced into the manual to 
ensure conformity with policy and procedure of this Regional 
Program. If the mode of the changes introduced any error, 
the Texas Extension Librarians assume responsibi H ty for thas 
as well . J ^ 



Dallas, Texas 
1972-73 
2nd Revision 



INTRODUCTION 



The minimum requirement for a hospital medical library is that it provide 
the books. Journals and othir iiiaterials necessary to serve thp immediate 
information needs of the professional staff and to support the proqrams" 
undertaken by the hospital. 

Since it is impossible for any library to have all the materials that 
might be requested by the hospital staff, the library also should have 
the appropriate tools to be used in borrowing materials from other 
libraries. 

The library will remain just a collection of books Unless a person is 
assigned on at least a part time basis to assist requesters and to 
provide library services such as reference, interlibrary loan, etc. 

This manual is written to aid the inexperienced person who finds her- 
self assigned to a hospital library with the responsibility of ordering 
the library materials, organizing the collection, borrowing from other 
libranes or seeking out information. It is a varied, challenqing and 
rewarding responsibility, for the hospital medical librarian can provide 
a very dynamic and useful Information service to her institution's 
community of health professionals. 

The authors wish to thank Miss Helen Vast of the American Hospital 
Association and the many hospital librarians who offered encouraqement 
and constructive criticism, 
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ORGANIZATION AND ADMINISTRATION 



More than just a collection of books and journals, the hospital's health 
science library is an integral part of the hospital comniunity. With a 
dynamic librarian and carefijlly selected mat^^rials, the library assumes 
an important role in supporting the patient care, research » professional 
education, and health facilities planning of the medical and nursing 
staffs the allied health personnel ? and trie hospital administration. 

The Medical Li bra rn' an . It is important that one person be given the 
responsibility and time to care for the library. This person's duties 
should include selectingi ordering, organizing, circulating and main- 
taining the collection as well as obtaining for the staff materials not 
in the collection, and providing bibliographic and reference services. 
The hospital personnel should know who is responsible for the library, 
how to use the library, and of whom to make requests for information or 
additional books or journals. 



The Library Committee . A library comniittee established by the hospital 
may consist of the hospital administrator, two members of the medical 
staff, a member of the nursing staff and the librarian. If your iiosDital 
has interns and residents, it is a good idea to ask them to select a fellow 
to serve as an honorary member. The librarian may function as the secretary 
of the committee and prepare an agenda lor each meeting's activities. In 
general, the library committee meets at regular intervals (monthly or every 
Other month.) Its functions are: 

A. To advise the librarian regarding the selection of books and 
journals for purchasing, 

B. To establish and to Interpret the rules of the library to its 
users. 

C. To serve as a link between the staff, the hospital administration 
and the 1 ibrary. 

D. To foster the development of the library. 



The Library's Facilities . Ideally the library should be 1n a room centrally 
located for the hospital staff and large enough to house the necessary 
books and journals. If possible 5 the room* should function only as a 
library to allow for maximum use of the materials. There should be 
adequate lighting, a table and confortable chairs. The librarian should 
have a* desk, typewriter and rufficient space in which to perform her 
tasks. Convenient access to a photocopy machine is highly desirable. 



The Budget , Hospital libraries have different sources of revenue. Most 
are supported by the hospital budget, medical staff dues or contributions 
Some hospitals give a portion of the money collected from Medicare to the 
library, since the support of the library may be included as part of the 
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Medicare claim. Another source of funds which can be used either to 
establish a health science library or to expand an alrGady existinc] library 
is a medical library resource Improvement grant. Information about resource 
grants may be obtained from: Chief, Resources Division, National Library 
of Medicine, 8600 Rockville Pike, Bethesda, Maryland 2D014, 

It is useful for the librarian to have a certain amount of money each year 
upon which she can depend. In order to have some idea of how much money is 
needed to 'anage the library, a budget should be prepared, It should cover 
the ex ecied: 

A, Book purchases 

B , Journal subscriptions 

C, Libr^arians' salary 

D. Library equipment - telephone, tynewriterg shelving, etc. 

E. Library supplies - forms, mailing libels, paper, postage, etc. 

F. Bindery costs (if you bind your journals) 



Suppl ies . Use of specially developed library supplies can greatly assist 
tTie 1 ibrarian in the organization and management of the library. These 
supplies are av|1lable from several companies and you may wish to write 
to one or tv/o^bf" them requesting a catalog to see what is available* 
Library supply companies and their addresses can be found in the yellow 
pages of th^ telephone book^ advertisements In library journals and in 
ILL niustration #4 on page 53. 



A Procedure Ma nual . Each library dlfferf. from another not only in 
physical ways but also in the procedures used to do the necessary work, 
It is important to write down very detailedj step-by-step descriptions 
of the procedures that you use routinely such as ordering books, getting 
journals ready to be bounds Instructions for disposing of old books^ etc. 
These may be kept in a loose-leaf notebook and updated as needed. Your 
assistants, a new employee, or you (when memory fails) will find it a 
val uable tool * 



Reports . A hospital medical library is a service unit in a hospital. 
Its effectiveness can be measured in part by how much service 1t provides. 
The hospital administration and the library committee should receive at 
least an annual report of what the library has dona* Over the years , 
these may be compared and trends reported. 

A. The annual repo^^t should Include: 

1* Circulation statistics - the number of books and journals 
borrowed by the library patrons. 

2. Reference statistics 

a. Ready reference - the number of questions answerad by 

a search by the librarian of one or two books or journals. 



b. Bibliographies - the number of bibliographies compiled. 
It would be well to list the subject of oach bihl inqraDhy . 

fnterlibrary loan statistic^ 

a. The number of books or Journal articles requested 
from other libraries. 

b. The number of books or journal articleii that you 
provided another library. 

Acquisition statistics 

a. The number of books bought this year. 

b. The number of books discarded because of age, 

c. The number of missing books. 

d. The total number of books in the library. 

e. The number of Journal titles for which new sub- 
scriptions v/ere entered this year. 

f. The total number of Journal titles received by the 
library. You should indicate for e and f how many 
were purchases ^ how many were gifts, and how' many 
were received on exchange* 



Budget 


a. 


Amount spent for personnel . 


b. 


Amount spent for books. 


c. 


Amount spent for journal 


d. 


Amount spent for equipment* 


e. 


Amount spent for supplies. 




Amount spent for phone and postage. 




Amount spent for other expenditures. 



Special projects or exhibits. 

Librarian's attendance at workshops or meetings. 

Other - Plans for the future, special visitors, and anything 
that will complete or comment on the library's activities 
for the past year. 



fl monthly report, if ren,.A-t=j k 

co™,.itte., might fn 1 de t^i=' "-""i '*""*^''-"'"- or library 

fmJi^icl-^'.r.^^ hit; these c™„,.ne; 

to use the form on p.e. infotmany, or you might wish 



FURTHER^RIADINGS 



Standards 



Ilxtbooks 



BP^^'-c^^^T^iiT ^^^^^ 

covers both the health scie'^c?aSr;frp'l??i^t]?'?,Vf=/'«"- 



Bloomquist, Harold, et al ph^ i 

Mde. Cleveland/Press nf rf; M^^S^L^racttceln Hospital. • 

9^^^^d^'owaVfththo"slSr^^ 
textbook covers all aspects of^m='I--']®3jth_ science llbrar 



new 



Pdi.-^'"'^ Association, 
3rd edition. Chicago. 1970. 

£|neraJ__Articles 



managing the library. 



ibrary, this 



50. 



Handbo ok of Medirai 1 ■,•>, 



HosD 1 I' ''''''' potential." HospiLi^ r"^ a hospital library to 
W^^^^-&&^2mi2M 41:63+ l Nn7^lf^^%*-^SUrnaljfthe American 

Gartlandg Henry J "ri 

stafi, collection and services ^-^brBry's physical facilities, 

Stearns. Nornian S., et al "th. u ■ 

J ournal o f the AmpriV=„ u hospital librarv " Hnen,'+ 1 
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ment of total health science libraries in coimunity hospitals, 
using the medical core collection as the basic stimulus. 



H. Michael , M. Jr., "The medical library's vital role in physician's 
continuing education." Hospit al Pr ogress 49:92-102, Oct 68. 

I. Thornton AT., "A guideline for hospital msdical library reports 
Hospital Progress^ 50:30-1 . Jun 69. 



J. Cramer, Anne. H ospi^tal library admi nl strati on . Hospital Library 
Handbook #1. Salt Lake CI ty, Utah , Network" for Continuing 
Education, Intermountain Regional Medical Program, 1 971 (50 North 
Medical Drive. 6^.112) $1.50 

K. Cramer, Anne. Hospital library development . Hospital Library 

Handbook #2. Salt Lake uity, Utah, Network for Continuing Education, 
Intermountain Regional Medical Program, 1 972. (50 North Medical 
Drive. 84112) $1 .50 " 

L. Cramer, Anne. First aid for hospital libraries . Salt Lake City, Utah, 
Network for Continuing Education, Intermountain Regional Medical Program 
1971. (50 North Medical Drive, 84112.) $1.00. 

M. Robinow, Beatrix H. Outline for the organization of hospital libraries . 
Toronto, Canadian Hospital Associatfon , 1967." 96 pages . $4.00 A ' 
simple instructional guide for the nonprofessional librarian. Covers 
all aspects of library work with emphasis on cataloging. Book and 
pertodical lists and an index are included. 



The following, which can be obtained free of charge from the American 
Hospital Association. (840 North Lake Shore Drive, Chicago, Illinois 60611) , 
contain references to additional articles and sources of assistance: 



N. Basic 11st of guides and information sources for professional and 
patients' libraries in hospitals' . 

Health science libraries in hospitals: an annotated outline. 
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Book Selection 



In the small, working collection of a hospital library, it is insportint 
that the books be accurate, infomiatlve and useful to" the hospital staff. 
The library should contain basic texts covering the medical specifllties 
and acquire nevj books to update the basic collection or to help the staff 
keep informed in the newly developed areas of medical knowledge. 

A. The basic collection - Because the Interests and needs of the 
staff at one hospital may differ from those of a hospital 
across town, a hospital in Southern Louisiana or one in Northern 
Michigan, a selection of the basic collection must be made by a 
medical librarian familiar with the hospital and its staff, or by 
the medical staff. Lists of suggested books are: 

1. Brandon, AW. "Selicted list of books and journals for the 
small medical library." Medical Library Association Bulletin 
59:2*56-85 , Apr 71. Available free of charge from Majors 
Scientific Books, 8911 Directors Row, Dallas, Tx. 76247. 

:i. Stetinis, NS and W. Ratcliff. "An Integrated health science 
core iDmry for physicians, nurses and allied health prac- 
t'tiOnerF in community hospitals." New England Journal of 
Medicina 233:1489-98. 31 Dec 70. - 

B. Acquiring new books - Each year hundreds of new medical books are 
published. It is important to acquire for your library those 
that the staff should bave immediately available. 

1. How to find out what is being published. 

a. Publishers catalogs or announcements. Publishers will 
be happy to put your library on their mailing list. A 
list of addresses follows on p. 12. 

b. Book dealers' announcements. 

( 1 ) A Select List of Medical Books in Print . An 
annual free list of major medical booTs issued by 
American publishers. Available through several 
dealers. It is copyrighted by Stacey, a division 
of Bro-Dart Industries, 15255 East Don Julian Road, 
City of Industry,, California 91747. It 1s available 
from Majors Scientific Books (address above). 

(2) Off the Press. A 11st of major medical works 
pubrisHed in the U. S. and Great Britain. Available 
from Stacey, a Division of Bro-Dart, Subscription 
price $10.00 / year. Books for the Nurse is also 
available annually from the same source, free of charge. 

(3) "New Book" lists made available through large book 

distributors, such as "New Medical Book News", from 
Majors. Ask your dealer if he distributes such a list. 



c* Acquisitions lists from a nearby medical school ^ society 
library or the regional medical library. 

d. ' Advertisements or book sections in Journals. 

e. NLM Current Catalog . A list of books and journals acquired 
by the National Library of Medicine and other major medical 
libraries in the U. S* Contains cataloging information for 
each book, Available on subscription from the Superintendent 
of Documents, 1n monthly, quarterly or yearly issues. Proof 
sheets available bi-weekly from the Medical Library Association. 
See p, 77 i for full ordering information. 

Medical Books 1n Print 1972 . $22.50. Available from R. R, 
Bowker Order Department, P. 0. Box 1807, Ann Arbor, 
Michigan 48106, Author, title and subject indexes to over 
30,000 medical books in print in the U, 

g. Books in Print . $44.50, Annual two volumes listing publi= 
cations from U. S. publishers. Includes over 300,000 titles. 
This is an expensive set and you may be able to use it at the 
public library. Also from Bowker, 

2. How to select what to buy 

a. Standard texts. 

b. New or revised editions of books you already own. Check 
information on new or revised editions to see if the new 
edition differs substantially from the older editions. You 
may also wish to get an opinion from your medical staff, 

c. Suggestions from the staff are very useful and should he 
encouraged, A sample form to give patrons, reminding them 

to suggest books is Book Selection Illustration #1 on Page 10. 

d. Read reviews published in book section of the Journal of the 
American Medical Association or other journals to become 
acquainted with books'that are being published that would be 
suitable for your library. 

e. Items borrowed more than 3 or 4 times on inter! ibrary loan, 
within a reasonable period of time. 



Submit the list of suggested purchases to your library committee via the 
chairman* For each title^ if a tvxiew 1s available, note the essence of 
what the reviewer said (note where you found the review for future 
reference). In cases of doubt, books may be ordered on approval, or in 
some cases you may borrow the book on inter! ibrary loan so that staff 
members may examine the book and decide if it should be purchased. Some 
I libraries hold book fairs where books from one or more publishers are 

' displayed for a day or two. Individuals may make purchases and staff 

members can be incouraged to examine the' books and suggest library 
purchases. 
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3. Gifts 



a. Gifts are a wonderful way to receive additions to your library. 
They promote public relations with staff members and other 
members of your community. They are a good purchase v/lth 
memorial funds. Actively solicit gifts for your library. 

b. Accept gifts with a thank you letter from the library to the 
donor. 

Accept gifts with no strings attached, if possible. It is better 
not to accept gifts that you cannot dispose of when the material 
becomes dated. Receive all gifts graciously, and indicate that 
they will be placed on exchange or given to a library that needs 
them if they cannot be used in your Institution. 

d* Problems 

(1) Material may be too old when you reciive it. Receive it 
graciously and if 1t is of no use, discard it, 

(2) Do not evaluate a gift for tax purposes. Accept the gift 
with a letter listing the items giving identifying infor- 
mation such as the author, title and date. The donor and 
his tax consultant should accept the responsibility for 
the tax claim. 
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Name of your Hospital Library 
REQUEST FOR LIBRARY PURCHASE 



Author: 
Title: 

Edition: Publication date: 

Publisher: Price 



Reviewed in: 



T1 tie: 



Publisher: Price; 



Notify me when it arrives: Date; 
Y es Name: 
N o Department Head: 

Phone: 



Book Selection Illustration Number I 

Keep a number of these available in the library at all times. 
You might also send several to the department heads, as their 0,K. 
may be handy for a strong recommendation to the library committee, 
In some institutions, too, departmental allocations of library 
funds must be closely watched. 

The back of the sheet may be used for comments from the library 
committee. 
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SPRINGFIELD MEDICAL 
LIBRARY 



to: Dr. Smith 
from: The library 



The Library 1s considering the materials 
marked in the accompanying literatura for 
acquisition to the permanent collection. We 
would greatly appreciate your critical comments, 



Thank you. 



Your Name 



J 



Book Selection Illustration Number II 



This form is very handy for clipping to^publisher's blurbs^ book 
review notices from journals, etc. Send it to the department 
head responsible for the particular subject field* He may o.k. 
it, give you a definite no, or suggest another volume instead. 
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LIST OF mm MEDICAL PUBLISHERS 



Atldemic Vt^s 

111 I'lHh Ave, N,Y, 10003 

52 Vamicrhilt Ave., N.V.. N.V. 10017 

AppJttiin^Cenfury-Crofls 

440 Park Ave S., N.V. 10016 

Afchon Bocik^ 
995 Shcfmnn Ave,, Hamden, Conn, 06514 

AVI Publishing Co. 

nox 670, Wcslporu Conn. 06880 

BehiyiDFel Puhlicgilons, !nc. 

2852 Hroadway. N.Y. 10023 

Berkf ley Sdrnlific Puin. 

1603 Solnno Ave , Hgrkcley, Calif, 94707 

Burgees Publishing Co. 

426 ^ 6 Sl, MfnneHpcijis, Minn. JS4I5 

Catholic Hn^piti! Av^n, 

143H Grand Blvd., St. LouU, Mo, 63104 

Chilton Bnok Co. 

40! Walnut St., Philndeiphia, Pa. 19106 
ChrUlophef Publishing House 

53 Hillings ltd.. N. Quincy, Mass. 02171 

Coiner Publlcafion^, Ijd. 

3066 M Strt^et, N.W,, Washmaion, D.C 20007 

Coiumhii Ijniverslty Press 

562 W. 1 13 St., N,Y., N.V, 10025 

F. A. Davis Co. 

1915 Areh 8i.. Philadelphia. Pa, 19103 

Marcel Dekker, Inc. 

95 Madison Ave,, N,Y,, N,Y. 10016 

Diabetes Press of AnierlOf Inc. 
30 S,E. 8 St., Miami. Fl, 33100 

Duke Universjty Press 

Box 6697, College Sia„ Durham. N,C 27708 

VVifren H. CrfCn, Inc. 

10 S, Rrcntwood Blvd., Louis, Mo. 63105 

Crune & Slrallon 

757 Third Ave,, N,V,, N.V. 10017 

Ifafner Publishing Co., Inc. 
866 Third Ave., N.Y.. N.V. 10022 

Harppr & Row 

49 E, 33 St.. N,V,. N.V, 1WI6 

Hirvard Universlly Presi 

79 Gnrdcn St., Cambridge, Mass. 02138 

Indiana Universlly Press 
Tenth k Morton Bts,, Bloomington, Ind. 4740! 

S. Harder A, G. 

Arnold- Hock I in-Strasse 25, Dase!, Switz, 

Lange Medical Publications 

nrawcr 1... Los Altos. Calif, 94022 

Lea & I'cbiger 

600 S, Wnhhington Sq., Phila., Pa. 19106 

KJizabeth Lieht, Publisher 
360 I niminin .^t., N^w Ifaven, Conn. 06515 

J. n. i.iiipincott Cup 

n, Washington Sq*. PiumyelDhia, Pa. J9I05 

Llitle, Brown and Co. 

34 Heacon St,, lloston, iviass. 02106 

Loulsiini State Unlversiiy Prtu 
Baton RoUMe, La. 10803 



Lydette Publishing Co. 

P O. Hnx 654. Cedar Falls, lowo 50613 

M.I,T. Press 

2K Carkton St.. Cambridie, Mass. 02142 

MacmilUn Co. 
Hh6 ihifd Ave., N.Y., N.V. 10022 

McGrgH^llill 

330 W. 42 St., N.Y., N Y, 10036 

Merck &. Co., Inc. 
Rahway. N J. 07065 

G. Miller & Co. Med. Pub., Ine. 
2293 Bedford Ave.. Dklyn,. N.V, 11226 

C. V. Mosby Co. 

11H30 Wcstline Industrial Dr.. SL Louis. Mo. 63141 

Naiionai Kdueatlonal Consultants 
711 Si. Paul Sircei. Baltimore. Md, 21202 

Oxford liniversity Press 

200 Madison Ave.. N.Y., N.V. 10016 

Plenum publishing Corp. 
227 W. 17 St., N.Y„ N.V. 1001 1 

Praepff Publishers, Inc. 

\ 1 1 1 ourth Ave, N,V„ N.Y. 10003 

G. P, Putnam's Sons 
M Madison Ave,. N.Y., N.V. 10016 

Raven Press 
Suite 8C. 15 W. 84 St.. N.V., N.V, 10024 

St. John's l-nivfrsdy Press 

Grand Ccnlral & Utopia Pkwys., Jamaica, N.Y. 1 1432 
W. n. .Saunders Co. 

W, Washiniiion Sq., Philadelphia, Pa, 19105 

Springer Publishing Co., Ine* 

Park Av«, S N.Y,. N.V, 10003 

Springcr-Verlap New York, Inc. 
175 iMjih Ave , N,V„ N.V. 10010 

Stanford University Press 
Stanford. Calif, 94305 

University of California Press 
2223 F^ulton St., Berkeley, Calif, 94720 

University of Minnesota Press 
2037 University Ave. S,n.. Minneapolis, Minn. 55455 

University of North Carolina Press 

Box 22Ha, Chapel Hill, N,C 27514 

University of Notre Dame Press 
Notre Dame. Ind. 46556 

University of PlttsbiirEh Press 

127 N. Hcllefield Ave, Pitliburgh, Pa, 15213 

University of Tei^as Press 
Box 7H19, Univ. ,Sta., Austin. Tex. 78712 

University' Park Press 
Box 500, Slate College, Pa. 16801 

Urriversity Press of Virginia 
Box 3608, Univ. Sta,, Charlottesville, Va. 22903 

Vanderbiit University Press 
Nashville. Tenn, ^7203 

John Wiley & Sons, Ine^ 
605 Third AvCm N.V., N.Y. 10016 

Williams ^ Wllkins Co. 

428 n, Presion Si„ Baltimore, Md. 21202 

Y»le Unlversiiy Press 

149 York SL. New Haven, Conn. 06511 

Year Book Medical PublisherSi Ine, 
35 E. Wacker Dr., Chicago, III, 60601 



- Froiii Medical Books 
in Print , STAClTn972 
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ORDERING 



A. Ordering procedures for books 

1. After deciding to purchase a book, check the library's card 
catalog and files to be certain that the book is not already 
in the library or on order, 

2. Prepare an order card (forms with multiple copies can be 
purchased from library supply houses.) 



LIBT PRiflE 



NO. OF COPIES 



ORpCH NO, 



AUTHOR 



RECOMM^NpEB 



f UND CHARGgP 



PUDLiSHER 



OATE DRDEREP 



DATE RECEIVED 




Multiple copy order forms have 5 sheets per set. Large libraries use each 
one for a separate purpose, usually as follows; 

1 

2 

3, 

4. 



e copy - sent to dealer or publisher. 

Pink copy - sent to catalog department for precataloging or 
ordering of LC cards. 

Green copy - filed in acquisitions department order file to 
prevent duplicate orders, 

Yellow copy - placed in shelf list after precataloging so that 
space for that call number will be saved. 

Buff copy - on card stock - filed in public catalog so that 
patrons will know that the book has been ordered. 



ERIC 



Smaller libraries, especially those run by one person and without elaborate 
catalogs, really need only 2 copies of the order form. You do need one for 
your catalog so that patrons will know if a book has been ordered, and one 
for an order file. You might wish to have your hospital print shop duplicate 
these for you, or you might simply use a handwritten card with all the necessary 
information. 
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Include on your cards: 

a. First author's last name and at least his first 1m't1als. 

b. The exact and complete title; watch out for similar titles. 

c. The edition; check carefully to see you are ordering the most 
recent and up-to-date edition. When you are uncertain you 
may wish to write "latest edition". 

d. Publisher's name, place of publication and date of publication. 

e. List price; the price mentioned in reviews, dealer lists^ etc. 

f. Date ordered; your purchase order number. 

g. Name of person who recommended purchase. 

h. Funds to be used if you have several different accounts, (i e 
Memorial. Budget, etc.) " 

3. Make certain the order information is correct using one of the 
toolsu.ed for book selection. If you cannot find the book listed 
in print, your public library or local bookstore may be willing 
to help you with this over the telephone. They usually have 
Books in Print or similar tools to check information on books 
that can be ordered. 



Order the book 

1. Follow your hospital's purchase procedures using the appropriate 
forms s or one copy of the order card. 

2. Make sure that you get a copy of the purchase order from your 
purchasing department if possible. If your order is in the form of 
a letter to a dealer or publisher, use your own library or hospital 
stationery and prepare a copy for your records. (See example, 



3. Where to send the order 

a. You may order directly from publishers or from dealers 
that specialize in medical and technical books. 

b. How to decide - A dealer will stock books from many 
publishers and should save time and effort on your part. 
Select a dealer that.- 

(1) has a large stock so he will be able to fill your 
rtquests rapidly. 

(2) has accurate and simple procedures, 

(3) gives good service. 
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(4) is convenient for you to use. If he 1s closer you 
may call for rush orders or can make inquiries into 
orders that are taking a long time to fill. 

(5) gives the standard library discount, 

c. For dealers in your areas please consult the yellow pages 
of the telephone directory 1n the nearest large city. 

Dealers: 



When the book arrives 

1. compare the book received with the order slip to see if you have 
received the right item. Check all the information you Included 
on the order card. Check over the book itself to make sure pages 
are in the right order, are all Included, etc. 

2. fill in the date received on the order slip and the actual price. 

3. send the invoice that accompanied the book to the appropriate 
department for payment* 

Suggestions 

1. Order at regular intervals throughout the year. Every month 

or two will keep you from having a large backlog at any one time. 

2, Use as few dealers as possible^ preferably only one or two. 

3* Periodically check the order file to see that, all the books 
have been received. Dealers should notify you within 30 days 
of your order about the status of each Item. If you don't 
hear from them - call to make sure your order was received, 

4» Keep your records current and correc';. 



Ordering from the Government Printing Office - Many very valuable 
publications are available from the Superintendent of DocunientSi 
Government Printing Office, Washington, D,C. 20402, Publications 
Issued by federal agencies such as the National Library of Medicine, 
the Federal Drug Administration, etc., are available through the 
GPO. When ordering from the GPO: 

1, each order should request only om^ item^ although payment may 
be in one sum. 

2. several items may be sent in the same envelope* 
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3» In addition to the complete title, always give the GPO catalog 
number and/or stock number* These are found in the Monthly 
Catalog available in most large public or medical llbraHes. 

4, There are two ways to handle payment: 

a. You may open a depository account by sending in 125.00 or 
more and drawing on that for purchase. Write to the GPO 
for information, 

b. You may prepay your order - in other words, send a check 
with the order. No stamps, 

c. They will mbill you or send orders collect. You musl 
handle payment in one of the above mentioned ways, ^ 



Libraries In the TALON Region may wish to expedite their orders by 
using the USGPO Bookstore which is located in Dallas (Address below.) 
They have a large stock of items, or will send to Washington for 
you. They can also provide a price list of material available In 
the health sciences, and can enter your library on the mailing 
lift for " Selected Publications ," This is a biweekly publication 
which lists variQus publications from many agencies of the govern= 
ment = and occasionally includes materials in medicine and library 
science. This Is a free publication, so be sure to take advantage 
of It, It Includes all information necessary for ordering. 



U. Government Printing Office Bookstore 
Superintendent of Documents 
1 100 Commerce 
Dallas 75202 

Phone: 214-749-1542 

The National Library of Medicine ^as recently devised a claim form 
for their publications which are ordered through the U, S. Government 
Printing Office. A copy Is presented on p. 18. 
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January 1 , 1973 
Medical Library 
Get-Well Quick Hospital 
14 Mercy Drive 
Heal thy , Texas .70000 



Major Publisher & Dealer 
111 Medical Blvd. 
New York, New York 

Dear Si rs : 

Please send one copy of each of the following books 

to us at the above address s attention: Mrs. Mary Smith, ^ 

1) Chayets N, Legal Implications of emergency 
care. New York^ Appleton-Century-Crofts, 1968. 

2) Martins E, W, Techniques of medication . 
Philadelphia^ Lipplncott, 1969, $18.00 

Sincerely, 



Mary Smith 
Librarian 



You may include a sentence stating: 

"Our hospital purchase number Is: AlOOOp" or^ "Our 
hospital purchase order is enclosed.'' if appropriate. 



17 



CLA IM FORM* 



National Library of Medicine Publications Ordered from the U.S. Government Printing Office 



Instructions for completion of form: 

L Do NOT send claim until 6 to 8 weeks (12 to 15 for foreign orders) from the time the original 
order and paymeru were sent to the Superintendent of Documents. 

2. If order v^s placed by a book dealer, he should submit the claim. 

3. Use this form only for National Library of Medicine publications, 

4. Only claim items on this form which were ordered at the same time, 

5. Supply information requested below, and attach, if possible, (a) copy of original order, 

(b) any subsequent correspondence, (c) copy of cancelled chec'< or other verification of payment. 



6. Mail to: 



Office of Public information 

AHN: Publications 
National Library of Medicine 
8600 Rockville Pike 
Bethesda, MD. 20014 




Method & amount of payment 

$ Date col lected by GPO: 

Date 



p] Money Order $^ 



Purchase Order No, (Government Agencies only) 
Other (specify): " 



Deposit Account No. 

Date 



Date order placed with GPO : 



Name, title, %l phone number (if U. S. ) of indi- 
vidual to be contacted concerning this claim: 



Shipping address shown on order: 



Name & address of organization placing order 
(if different from shipping address): 



REMARKS: 



(signature) 

* May be photocopied freely. 



"(date) 



CATALOGING AND CATALOG CARDS 



A library card catalog is an index on 3 x 5 cards to the library's col- 
lection. Cataloging is transferring descriptive information taken from 
a book onto a card so that the user can tell if this is the book he wants 
and where in the library >t may be found. 

A. Each catalog card contains the following information: 

1. Author's full name if the book was written by an individual. 

a. If the book was written by more than one person , use 
the first author mentioned, 

b. An editor is considered an author, 

2. Complete title and subtitle. 

3. Author statement, if there Ismore than one author. 

a. The names of the first two authors will be contained ' 
on the catalog card, 

b. Additional authors will be represented by the state- 
ment "and others." 

4. Edition (if other than the first.) 

5. imprint: Place of publication, publisher, date of publi- 
cation. 

6. Pagination, number of volumes, note if volume is part of a 
series, etc. 

7. Tracings 

a. Subject headings 

b. Second author's name (1f there is one.) 

c. Title 

8. Call. number (classification symbol and Cutter number) if the 
volume is classified. This may be replaced by any designation 
of location that Is used to locate the book. 

B. The basic catalog card Is prepared by typing this Information onto 
a 3 X 5 card using the following format- 
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Call 
Number 



Author's last name, first name 



Title. Edition. Place of Publication, 

Publisher, Date. 

"Number of Pages. Illustrations. (Series) 



1. Subject heading 2. Subject heading 
I. Second author 11. Title III. Series 



A set of catalog cards (see Cataloging Illustration #1, paqe 24) 
includes the fol lowing : 

1. Author or main entry card. This is the basic card. For each 
book, the set of catalog cards uses this basic card with the 
specific identifying information typed on the line above the ' 
author's name. 

2. Title card - wiiS basic card with the book's title typed on the 
line above the author's name. 

3. Additional author cards - for the second author's name. A basic 
card is made with the second author's name typed on the line 
above the first author's name (last name first.) 

4. Subject card - for each subject heading used to describe the 
contents of the book, a basic card is made with the appro- 
priate subject heading typed above the author's name. Usuallv 
not more than 3 per book. 

5. Shelf list card - the basic card with business .information such 
as price, date acquired, damage, date discarded, etc., added. 
These cards are arranged by call number. This file is in the 
same order as the books on the shelves, and is usually kept in 
the librarian's office or staff area. 

Availability of sets of basic catalog cards - Catalog cards are 
printed by the Library of Congress. These may also be obtained from 
some book distributors and commercial firms. If you wish to purchase 
catalog cards with the description information print.id on them, you 
may discuss -it with a book jobber or write to: 



Card Division 
Library of Congress 
Building Number 159 
Navy Yard Annex 
Washington, D. C. 20541 
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1. upon indication that ycur library wishes to become a subscribing 
member to LC cards, Library of Congress will send you a subscribing 
number, a supply of card order slips and a manual describing the 
correct way to order Cdrds* 

2. It usually takes 3-7 weeks to receive cards after they are 
ordered and they cost about 354 a set, 

3. A set consists of enough basic cards for you to make a second 
author card, a title card^ and subject cards. If you use LC cards, 
you will need to add the NLM classification number and MeSH subject 
headings. 

4. Every book cataloged by the Library of Congress receives a unique 
number which is used to order the set of catalog cards for a book, 
LC numbers, i.e,, LC 76-161-606, is found most easily on the 
reverse side of the title page in some books^ or In some dealers' 
catalogSi 

NLM Catalog Cards are available commercially too. These cards are 
reproduced from the cataloging done by the NLM and other large 
medical lihrarles. They are available for purchase from Xerox. Each 
set contains 10 cards for each book, at a cost of $1,00 per set, 
minimum order $15.00, You may wish to write to Xerox for further 
information: 

Mr. Robert Naughton 
Xerox Reproduction Center 

Catalog Card Reproduction Section (This information 

5185 Mac Arthur Boulevard, N, W. correct as of 

Washington, D. C, 20016 August, 1972.) 



F, Sources of cataloging information. 



U The librarian 1n a small library should do as little cataloging 
as possible, freeing time to provide reference and other services. 
Tools are available that provide the medical librarian with 
cataloging information that she may have typed on cards. One of 
these tools 1s the Current Catalog from the National Library of 
Medicine* 

NLM Current Catalog , This 1s available on subscription from the 
U, S. Government Printing Office. Order information is given on 
page , This monthly publication gives the cataloging and 
classification information for materials currently cataloged at 
the National Library of Medicine using their classification 
scheme and subject headings, A large number of books are included 
so you will have to find the cataloging infonnation for each book 
you have by looking (in most cases) under the author's last name. 
The information 1n the Current Catalog can be marked for someone 
to use to type the basic catalog card. An entire set of catalog 
^ cards can be made by typing them individually, by photocopy 

! methods or by a special mimeographing procedure. 
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e Current Catalog is also available in several other formats: 

a. Proof Sheets, BiWeekly* Main entry only. 

These are the rough cataloging entries as they are 
entered into the computer at the NLM, Good for 
selection of materials and if you are precataloging your 
books before they arrive* 

b. Quarterly Cumulations; Have author entries from proof 
sheets and monthly issues 5 plus an arr^^ngeiiient by 
subject. Technical reports and audiovisual materials also 
i ncl uded. 

c. Yearly Cumulations, Author and Subject entries, 

d. 5 year cumulation. Good for verifying information for 
inter! ibrary loan as well as cataloging and selections. 
(See p,77s for order information,) 

2. For those librarians interested in learning more about cataloging, 
the following manuals will be helpful: 

a. - Robinow BH. Organization of Ho spital Libraries. Toronto, 

Canadian Hospital Association, 1967. p/OO 

b. Medical Library Association, Handbook of Medical Library 




Practi ce . 3rd edition, Chicago, 1970. $15.00 

c. Bloomquist, H,, et al . Library practice In hospitals . 

Cleveland, Case-Western Reserve Uni versity Press , 1 972. $22.50 

Subject headings - It is best to have only one list of subject headings 
from which to select the subject heading or headings to be used to 
describe any one book. The most widely used medical list Is Medical 
Subject Headings (for order infonriation see Page 75.) ~ 

1, Select headings that describe the major subjects of the book, 

2, Select as specific a heading as possible. Do not select 
"Head" for a book on "diseases of the middle ear." Use 
"Ear Diseases," 

3, Select not more than three headings. 



Catalog card files to keep, 

1, Keep one file for users with author cards and a title card 
Interfiled alphabetically for each book in the library. 

2. Keep a second file for users with a subject card for each 
subject heading selected for each book in, your libraryi 
arranged alphabetlcany by subject heading. This 1s important 
since a book can be in only one place on the shelf but the user 
can find it by using the subject catalog to the books. 




No.'s 1 a 2 describe' what is called a divided catalog. 

If you prefer, you may interfile alj^ cards, and have a dictionary 
catalog. his is filed strictly alphabetically, and is usually " 
adequate for a small to medi um-s1 zed collection (gnder 10,000 
volumes). 

Keep a shelf list for your use and to take inventory. In this 
file, the cards are arranged by the call number or classification 
number so that the cards are in the order that the books appear 
on the shelves. 



I, Filing rules. 

1. Alphabetize word by word, alphabetizing letter by letter 
within each word, 

Example: Hospital Management 
Hospi tal Topi cs 
Hospl tTTs ~ 

2. Abbreviations and numbers are alphabetized as if they were spellec 
in full, 

3. Ignore the first word of a title 1f it is a, the, etc. 

4. Hyphenated words are treated as separate words, 

5. Mc is always filed as Mac* 



CATALOGING ILLUSTRATION #1 



WY PEARCE, Evelyn Clare 

85 Nurse and patient; human relations In 

P3 nursing, 3d ed. London, Faber & Faber, 

1969 1969. 

170 p. 

U Nursing ethics 2, Nurse-patient 
relations I. Title 



Title 
Card 




Nurse and patient 
WY PEARCE, Evelyn Clare 

85 Nurse and patient; human relations 1n 

P3 nursing. 3d ed, London , Faber & Faber, 

1969 1969. 

170 p. 

1. Nursing ethics 2. Nurse=patient 
relations I. Title 
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WY 

85 
P3 

1969 



Nursing athics 
PEARCE, Evelyn Clare . 

and patient; human relations in 
3d Gd. London, Faber & Faber, 



Nurse 
nursing 
1969. 

170 p. 

1 , Nursing eth1 cs 
relations I . Title 



Nurse-patient 



Subject 
Card 



• Nurse^patient relations 

. WY PEARCE, Evelyn Clare 

: 85 Nurse and patient^ human 

J P3 nursina, 3d ed. London, 

Subject; 1969 1969. 
Card ■ 1 70 p. 

1, Nursing ethics 2, Nurse-patient 
! relations I. Title 



rel a t1 ons in 
aber & Faber, 
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CLASSIFICATION 



When there are uniy ten or twenty books on a few shelves, the library 
user can easily find the specific book he is looking for or the book the 
library has that interests him. As the number of books gets larger, it 
takes more and more time to find what you want unless it is a very 
large book or in a very colorful binding, 

A. Should you classify your library? 

1. If your users take more than a minute or two to find the 
book they seek, your library needs to be classified. 

2. If you have more than sixty to oni hundred books, you need 
some classification, 

3. If there is a possibility of significant expansion of your 
library, it is easier to classify now than to have to 
start all over at some future date. 



A simple classification would be to select the medlca.l specialty discussed 
by each book, label a section of a shelf with that specialty and group 
the books by the specialty they represent. Thus, if you have three 
obstetrics books, they would be together and the pediatric textbooks 
v/ould be with books on the newborn, etc, 

B. Larger collections - Collections of over 300 books must be 
arranged in some order if the user is to find rapidly what he 
wants. Most libraries use a classification system to arrange 
their books on the shelves* The two widely used general 
classification schemes are the Dewey Decimal Classification 
and that of the Library of Congress, Since medical collections 
need a very detailed classification of medical subjects, 
several special classification systems have been developed. 
The most up-to-date system is that developed at the National 
Library of Medicine. 

U, S. National Library of Medicine. National Library of Medi ^ 
cine Classification . 3rd edition, 1964, ¥ith' T969"Supple'men~ 
tary Pages, Washington, D,C., Government Printing Office, 
1969, $2,75 prepaid . (GPQ Catalog Number HE 20 . 3602 : C56/969 . ) 

There are several good reasons for using NLM classification' 

1. The table has a very detailed index, which insures that 
it is easy to use. 

2. It is kept up-to-date by NLM and is revised to 
accomodate new developments in medicine, 

3. Many medical libraries use NLM already^ so many of 
your patrons may find it familiar. 



4. The Current Catalo g, previously described, can provide 
you with classification numbers. 
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5. Your ResourcG Library,' which uses NLM, can assist you by 
providing classification numbers* 

6. It is compatible with the Medical Subject Headings 
developed for the Inrigx Medi cus , which may also be 
familiar to you^ patrons. 

7. It is compatible with t'^ a Library of Congress schedules, 
which can be used if your collection grows beyond a purely 
medi cal orientation . 

8. It is clinically oriented^ which makes browsing much easier 
for the practicing physician. 

C. How do you classify a book? 

1. Classify a book by it's subject, 

2. The title and subtitle of the book will usually indicate 
the subject of the book. Sometimes you need to read the 
preface and the table of contents, 

3. If the book deals with two subjects, 1,e.s Textbook of 
Obs tetrics and Gynecology , with equal emphasis ^ classify 
under the subject appearing first in the titlSj (ob). 
Use an additional subject -'^card under the second (gjn)* 

4. If the subject is still not clear, consult a member of 
the medical staff, 

5. Remember it 1s Important to put a book where your users 
wi 1 1 look for 1 1. 

1 6. After you have decided on the subjects find the classifi- 
cation symbol for this subject in the classification 
scheme, 1,e,5 QY for a book on clinical pathology, 

7* Label the spine of the book with the classification symbol. 
(See section on Labelingj page 31.) Books are arranged 
on the shelves by their classification symbols so that 
books on similar subjects will be grouped together. 

D, Cutter or author number 

1, The small library - If there are several books with the same 
classification number^ they may be arranged on the shelf 
alphabetically by author. Large libraries use Cutter Tables 
to assign a number after the first Initial of the author's 
last name so books can easily be shelved in order. In a small 
libraryj you may use the first letter of the author's last 
name. For example ^ the call number for Nelson 's Textbook 
of Pediatrics would be 
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ws 

TOO 
N 



A book on pediatrics by Gellis would be 



WS 

100 

G 

And thus the Gellis book would be shelved before Nelson's 
text. 

A niedium sized library might wish to use the following simple 
table devised by the Library of Congress: 



FOR LAST NAMES OF AUTHORS BEGINNING WITH VOWELS (AND S) 
FOLLOWED BY: - ^ oj 

CONSONANTS b d ' 1 m n □ r s t 

NUMBER IS 2 3 4 5 6 7 8 

FOR LAST NAMES OF AUTHORS BEGINNING WITH CONSONANTS 
FOLLOWED BY: ' 

VOWELS (or R) a e i 0 r u V 

NUMBER IS 3 4 5 6 7 8 9 



To use this table: 

a. Select the first Initial of the last name of the first 
author. 



Select the appropriate 
the author's last name, 



er for the second letter in 



c. If no number seems immediately appropriate, select 
the lower number of the two between which the second 
letter of the author's last name would fall. 

Thus, for Nelson the author symbol would be N4; for Gellis 
G4^ for Armstrong A7, for Allen A4; for Smith S5, etc. 
For Summers you would use S8. Fcr Thayer you would use T4 5 
since h is between e (4) and 1 (6), you would select the 
lower -4. 

3. Cutter Tables can be purchased for the large libraries. 

A good way to keep different editions of a book or different book* 
by the same author in order is to add the date of publication after 
the Cutter letters. This is also an excellent way to survey the 
currentness of your collection. . Shelve books in chronological order 
this way, by having the newest edit" on on the rght of the older 
edi tions . 
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The examples given on p. 28, then, would have as their complete 
call numbers; 



WS 

100 

N4 
1969 



WS 

100 

G4 

1971 



Asyou can see, this makes it very easy to pick out the most recent 
edition or the most current book you have on a subject. 



If you are using a classification scheme other than that devised by the 
National Library of Medicine and are happy with it, you may wish to 
continue to use it. It is very time consuming to reclassify a library 
.and thus expensive. If most of your books are old and unused, you may 
wish to separate new purchases, classifying them according to the NLM 
classification and using the classification symbol assigned at the 
National Library of Medicine and published in the Current Catalog. This 
will save a lot of your time and effort. The older books "are discarded 
or reclassified as your time allows, so that within a year or so the 
entire library is classified using the NLM scheme. 

Journals - The most convenient shelf arrangement for journals is in 
alphabetical order by Journal title. This arrangement makes it simple 
for the user to go directly to the shelf to find a journal he wants. 
In the classification scheme used by the Natiorial Library of Medicine, 
journals are classified Wl and then assigned the first two letters of' 
the first word in the Journal title (ignoring the initial articles) 
This is followed by a number to put it in alphabetical order Thus 
Pediatrics is Wl PE139. This method is used in large libraries. If 
you have a sman number of Journals, it is not necessary to classify 
with Wl , etc. The section on Journals will discuss the alphabetical 
arrangement by title which should be used whether you use Wl or not. 
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LABELING BOOKS 



In order to remind patrons that the book or journal they are using belongs 
to the hospital library and should be returned so that others may use it, 
library items should be well marked, A rubber stamp with the name of 
the hospital and MEDICAL LIBRARY should be used to Identify the books as 
library property. It is advisable to stamp the inside covers , both front 
and backs and the top and bottom edges of the book* Journal covers are 
usually stamped in addition to one or two pages in the journal. 

At the time books are stamped^ many librarians paste in the book pockets 
and date due slips that will be used in circulating the book (see section 
on Circulation, page 39)^ If the book is not to leave the library, you 
can have a "non-circulating" stamp niade and stamp the inside covers of 
the book. 

White labels for the spines of books can be purchased. The hospital's 
name can be printed on them. If you classify the collection, you would 
letter the classification symbol on this label. Or you may wish to use 
white or black Ink and a book marking pen. Library equipment catalogs 
will describe several kinds; your budget and talent will govern your 
decision . 



MENDING BOOKS 



Books that are used frequently, often need to be repaired. Library supply 
houses such as Demco, Gaylord and Stacey-Brodart issue manuals on how to 
perform repair tasks 1n addition to selling the basic equipment, Before 
trying complicated repairs described in these manual s, the librarian is 
well-advised to try them on some volures ready for discarding. 

It 1s very easy to use transparent tape to mend torn pages and journal 
covers. Remember, however, that aJJ_ kinds of transparent tape will turn 
yellow in a few years, and often get sticky as well. It is recommended 
that you obtain some special book mending tap^ from a library supply house, 
rather than use regular commercial tapes* 

NEVER use commercial tapes on rare or historical items. Such tape can be 
professionally removed, but the procedure will cost approximately $10.00 
per inch' 
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JOURNALS 



A journal is a publication that conies out at regular intervals and is 
intended to be published indefinitely. Most Journals contain several 
articles on different topics written by different authors* In most 
cases, journals have paper covers and are published with volume and 
issue numbers and a date, 

A. Why do we have journals? Journals started hundreds of years 
ago when scientists wrote letters to one another telling of 
their work and results. Later, letters were passed around 
among colleagues. Eventually, these were formally published 
as journals. Modern day Journals contain short communications 
of the results of eKperimpnts or clinical trials of drugs , 
descriptions of techn^:ques or new diseases, etc. It takes 
less time to publish a journal issue than it does to publish 
a book. Journals are published In countries all over the world 
and in many languages. In order to keep up with the progress 
of medical knowledge, it 1s necessary to know what articles 
many journals contain* Since no library can subscribe to the 
more than 10,000 biomedical journals, indexes to the better 
journals are published. The major American medical index is 
Index Medlcus . a monthly index of about 2,300 English-language 
and foreign-language medical journals* The Abridged Index 
Medi_cus, a smaller and less costly edition, covers lOOngllsh 
language journals with clinical orientation. By subscribing to 
Index Medicus , you can see for any given medical subject if an 
article has been written in one of these journals. If you find 
a reference to an article you want but don't have that journal, 
then you may borrow it from a library that does subscribe to 
that Journal (see Interlibrary Loans section, page 45*) 

B. The parts of a Journal 

■ 1, Title 

1. Volume 

3. Dates - issue 

4. Pages 

5. Contents 

6. Advertising 

7. Index 

C. What kinds of information can you get from journals? In addi- 
tion to the articles. Journals contain: 

1* Notices of meetings on clinical specialties 

2. Book reviews 

3» Advertisements for new books and Journals 

4. News items 

5. Listings of society meetings and officers 

D. What journals does your hospital need? As in the case of books, 
the selection of journals should reflect the needs and interests 
of your staff. 
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1. There are several lists of recommended journals: 

a. Stearns, NS & W. Ratcliff. "An Integrated health science 
core library for physicians, nurses and allied health 
practitioners in community hospitals." New England 
journal of Medicine 283:1489-96. 31 Dec 707 — 

b. Vast, H. "90 recommended journals for the hospital's 
health science library." Hospital^ 41 .59-62, 1 Jul 57. 

c. Felter, JW. "500 selected periodicals for the medical 
library," Availablfi from Franklin Square Subscription 
Agency, i545 Cedar Lane, Teaneck, New Jersey 07666. 

2. Principles to follow in selection: 

a. SelGct good quality journals - ask your medical staff and 
consul t core 1 ists , 

b. Select journals representing the medical specialties 
practiced in your hospital. 

c. Select journals that are indSKed in Index Medicus , 
Abridged Index Medicus , Hospital Literature Indel , or 
a similar index that you have. ~ 



Ordering procedures for journals 

1. A journal subscription is usually placed with the intention of 
continuing it indefinitely. After deciding to subscribe to a 
journal, complete an order form card with the journal title 
publisher or issuing society-, publisher's address, annual ' 
subscription rate and volume, issue and date with which your 
order is to begin. 

2, Order either through a subscription agent or directly through the 
journal's issuing body. Subscription agencies are service 
organizations which deal in handling subscript-ions. They will 

be helpful in ordering journals, claiming missing issues, 
renewing orders, obtaining sample copies, etc. In most cases, 
if you decide on a subscription agency, you would let them 
handle all your journal orders except those journals that come 
as a benefit of membership in a society, or that are government 
sponsored. You v^ould receive an annual itemized invoice for all 
your orders. Subscription agencies may charge for their services, 
so be certain to check on costs and experience before putting 
your subscriptions in an agent's hands. You must balance this 
charge against savings in terms of your time in correspondence, 
problems in dealing with foreign publishers, having postage 
paid on correspondence, and having one check for your purchasing 
department to send instead of many. Agents act as 11 ason between 
you and the many publishers, so you would be able to establish 
good communication with one company Instead of minimal contact 
with many. Subscription prices do change, so be certain to 
allow for this in your budget each year. 
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3, For addresses of subscription agents in your area, consult the 
yellow pages in the nearest large city. 

Checking-in records - You should keep a record of all the issues 
you receive in order to make certain all the issues are sent to you. 
Some libraries use a form similar to Journal Illustration # 1-2, p. 3 
You will need one form for each Journal title you receive. They 
can be kept alphabetically by journal title in^a 3-ring notebook 
or in a standard Kardex unit available through severarmanufacturers . 
Check your library supply catalogs. For each Journal title, 
you should Indicate the source through which you obtain the 
Journal, i.e,^ subscription, gift, etc, If 1t 1s a subscription ^ 
indicate from whom you order it. It would be advisable to note 
the date you started to order the journal and subscription price 
each year. To check in a journal 

1. mark the year in the year column* 

2. indicate the volume for that year, 

3. for monthly journal ^ put a check in the box under the 
appropriate month as the journal is received. 

4* for journals that come weekly or twice a month, you will 
want to modify the form or under the month mark the number 
of each issue as it comes in, 

5, you should review your check-In records at least quarterly 
to see that you are receiving the journals you ordered. If 
not, contact your agent or donor to find out why. 

How to shelve Journals 

1. Be certain to mark them as library property. 

2. Arrange them alphabetically by title. In alphabetizing them, 
use each word in the title except "the'* or "a" at the 
beginning of the title. The following titles are alphabetically 
arranged using all words in the title except the initial article: 

a. American Journal of Medicine 

b. Annals of Internal Medicine 

c. Journal of Pediatncs 

d. The Journal of the American Medical Association 

e. Surgery, Obstetrics and Gynecology 

3. Not all libraries alphabetize Journals in this manner. There 
are two other principle ways: 

a. Ignoring ^U^ articles and prepositions, 

(1) American Journal of Medicine 

(2) The ^urnal of the ^erican Medical Association 

(3) ^urnal of Pediatrics 



b. Using corporate entries where applicable in addition to 

title entries. In this case where the name of a body of 

people is used in the title, the journal is filed under 
the name of the body of people* 

(1) American Journal of Medicine 

(2) American Medical Association , Journal 

(3) American Medicine 

(4) -.l£urnal of~Fediatr1cs 

Binding journals - Many libraries bind gather (put in hard 
covers) the journal issues that comprise each volume* 

1, Should you bind? Binding does protect the journals and it 
does reduce the number of lost issues. Howeverj binding is 
expensive and it means that in order to circulate one issue 
alVthe issues bound with it must circulate. Journals are 
away from the library for several weeks or months while they 
are being bound. The authors feel that smaller hospitals should 
not bind their journals; medium sized hospitals may or may not 
and large hospitals should bind only those journals they will 
keep for over 3-5 years, 

2. Binding Procedures 

a. Write to the Binding Institute (address below) for a 
booklet on specifications for binding and a list of 
certified binders In your area. There are some national 
binders of good reputation who will provide service to 
the whole country. You might check with your local 
public library to see who does their periodical binding, 

b. Select a reliable binder. He should promise to return 
journals within a maximum times usually 4-6 weeks, provide 
binding slips^ packing cartons ^ price lists^ detailed 
Instructions and should pay shipping charges if you agree to 
send a minimum number of volumes in each shipment. Most 
binders will provide a free sample of their binding - so 
you may wish to send them one volume to see how their 
servicG works. Send a volume which would be discarded 
otherwi se , 

c. Bind journals as soon as a volume 1s completed. This will 
usually mean large shipments in January and July* If you 
send a supplementary binding in April and October, you will 
have fewer volumes missing from your library at each time* 
Remember that a completed volume also includes the index, 
which may come separately or within an issue in the next 
volume. 

d. There are often discounts to be had for standard binding 
(1,e,5 the bindery chooses cover color for each Individual 
title at a standard cost) or for contract binding. Do not 
sacrifice quality for savings in this area as rebinding 

is even more expensive. 
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Library Binding Institute 
160 State Street 
Boston, Mass. 02109 

Shelving journals if you don't bind - To keep journals standing 
upright and relatively neat^ you may wish to store them in 
Pamphlet boxes or Princeton binders, etc. Whatever method you use, 
they should be visible so the user can easily select the title and 
issue that he wants . 

How long do you keep journals? The decision to keep or discard 
Journals must depend on their use at your library and their 
availability on interlibrary loan. It is expensive to store 
journals s so in general: 

1. Non-teaching hospitals may wish to keep a five«year= file of 
each journal title, 

2. Teaching hospitals may wish to keep a ten to fifteen year 
file of each journal title* 

3. If your staff util izes journals that contain large numbers 

of x-rays 5 electron microscopy pictures^ or other Illustrations 
that do not photocopy well, you may wish to keep a longer 
file of these journals. 



Missing Issues - If you have a subscription agenti he will give you 
forms for claiming an issue you have never received. If not, you 
will have to write to the Journars business office. If you do not 
bind, you may decide not to replace old issues that have become 
lost. If you need to replace a missing issue (other than a current 
issue), you may be able to obtain the issue through a large medical 
library that has duplicates which are made available to smaller 
libraries. The TALON Medical Library Program has a large free 
duplicate collection available. Individual articles from missing 
Issues needed by patrons may be requested through Interlibrary 
Loan (see page 45, ) 

Gift subscriptions - Often times the hospital library will be given 
journals received by staff members because of their membership in 
professional societies. Although this is a good way to Increase 
the number of Journals available to your users without Increasing 
your costs sometimes they are not regularly forwarded to the 
library. Many librarians find it useful 1f the donor will use 
his name with the library's address, Then the Issues should come 
regularly. 

A journal title list - At the beginning of each year, you might wish 
to list In alphabetical order the journal titles you receive and 
give copies of this list to the hospital staff and neighboring 
libraries. 
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JOURNALS ILLUSTRATION #1 
COMMERCIAL TRIALS RECORDS 




TITLE 



FREQUENCY 




For mDnthly^ 
bimonthly, 
quarterly or 
1 rregul ar 
Journals 



INC. 


TITLE 




1 CAT. 


NO. 


1 'iOQS.i 










1 JAN 1 FEB 1 MAR | A^R | MAY | JUN | 


JUL 


AUG 1 SEP 


OCT 1 NOV 1 OiC 
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Journals mustration # 2 
PERIODICALS RECORD 



TITLE 



PUBLISHER OR AGENT_ 
ADDRESS 



Frequency^ 



Series 
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Vol. 
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CIRCULATION 



It is important that any book or journal in the medical library be avail- 
able when it Is needed. 

Sometimes a user needs a book that has been borrowed; then it is impor- 
tant to know who has the book. Perhaps the borrower could return the 
book early or provide a photocopy of the information needed, A circula- 
tion system in your library will help you know who has a certain book, 
what books are borrowed most^ and what persons need to be reminded that 
they have had a book for a very long time. 

Except for a few important reference books 5 your books should be avail- 
able so that users may borrow them for one or two weeks. Since it takes 
less time to read a journal article and most Journals will not be read 
from cover to cover. Journals may be borrowed for shorter time periods. 
The borrowing rules should be established by your library committee 
and all users should be told what they are/ 

A simple circulation system would consist of:' 

A. Books 

1, A book pocket - this manila pocket Is pasted on the inside 
of the back hard cover of the book. Usually the pocket 1s 
marked with the classification number, the author's last 
name, the title of the book, and the date of publication. 
Stamp name of library on pocket. 

2, A book card - This must fit in the book pocket. The classi- 
fication number, the author's last name, the title, and 

the date of publication are typed on the upper section of 
the book card. 

3, To borrow a book, the user removes the book card from the 
book pocket, marks down the date he is borrowing the book 
and signs the book card, 

4, A box clearly marked "Book Cards'' is placed in the library 
so that the user can deposit his signed book card. Then 
he may use the book wherever he wishes. ^ 

5, You should keep the book cards filed by author on your 
desk. You can easily find out who has a particular book. 



6, When a user returns the book, put your initials by the date 
on the book card. 

7* Return the book card to the book ^pocket making certain It 
is in the right book. After the book 1s returned to he 
shelf, it is ready to be borrowed again, 

{ 
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Journals 



1, Bound Journals can be circulated with cards and pockets. 
File the cards by journal title, i.e., American Journal 

of Surgery s and then with volumes and years In chronological 
order, 

2, Book pockets and cards are not as simple to use in single 
Journals. You might try having your patrons fill out a 
simple slip for each unbound issue. These can then be 
interfiled with other book cards. You will then have only 
one file to keep track of. These slips can be discarded 
after one use* 



JBOUND JOURNAL 



Journal 



Vol 



Issue 



Month 



Year 



Copy^ 



Name^ 
Dept. 



Ext. 



Overdues - Since your library 1s small, you may wish to call or speak 
personally to borrowers who keep books out two weeks more than the 
borrowing period, and ask them 1f they are s till using the book. 
Certainly notify a user if someone else has asked for the book* It 
will help prevent some users from forgetting to return books if you 
send them a polite reminder from time to time. 

It 1s not recommended that fines be charged for overdue books. Fines 
tempt patrons to take a book without signing it out, rather than have 
to pay a fine If thex forget it. They should be responsible for loss 
or mutilation of library materials , however. 
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WEEDING THE COLLECTION 



WHAT IS WEEDING? The practice of discarding or storing superfluous 
copies 5 rarely used materials and materials no 
1 onger of any use . 

WHY WEED? 

A. To utilize the available space in your library in the best and 
most economical way. Rely upon Inter-library loan or borrowing 
arrangements with other libraries in your area for those little- 
used materials which would crowd your shelves. 

B. To give your library a reputation of reliability, a collection 
which is up-to-date^ and to make it functional, 

WHEN TO WEED? Continuously 5 by reviewing once a year. 

WHO SHOULD WEED? Anyone who can select books can weed wisely. Although 
the librarian may want to ask for advice or assistance 
from a subject specialist, he is the best-qualified 
person to weed"the library's collection. The final 
decision to discard or retain a book must be that of 
the librarian and/or the library committee. Patrons 
should be able to find information in all subject fields 



WHAT TO WEED? Books of outdated infonriation ; unused sets of books; 

repetitious series; and old editions. Periodicals very 
little used. Items uncirculated for five years and not 
needed for reference may be suitable for discard. Relate 
this to who the user is, his future requirements 1 and your 
own local situation. 

MECHANICS: 

A, Disposi tion 

1, Discard : Obsolete and outdated books of no historical value. 

2, Retain : Good titles which cannot be replaced (out of print 

books and historical materials), 

3, Replace : Regularly used items with a new edition or a revised 

edition If available, 

Classics or notable volumes with better editions, 

4, ^ Give Away 

or Exchange : Duplicates of periodical titles which may be 
needed by other libraries, 

5, Recycle qr^ 

Sale : Arrange in accordance with library policies- 

disposal of material not needed. 
Make sure that people or libraries who purchase 
your discarded books are aware that the material 
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is old, possibly out=of-date, and pirhaps 
of questionable reliability. 



6. Consult : Subject specialists 1n your own institution for 
advice on historical, rare, or specialized items. 



B. Procedures : Remove book card. Verify that the book card is for 
that book. Mark shelf 11st card ^-withdrawn", and 
give the date. If book is the only copy of the 
title and is not being replaced, remove all catalog 
cards and shelf list card. File shelf 11st card in 
withdrawn file. Discard catalog cards* Mark each 
book "discarded" over all ownership marks. Remove 
book packet and date slip. If possible, library 
ownership marks should be removed from books which 
are being sold or given away. Keep monthly and annual 
record of books withdrawn. Order replacement copies 
where needed. Dispose of the weeded book in accor= 
dance with library policies set up by your own insti- 
tution. 
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AUDIOVISUAL MATERIALS 



If a picture 1s worth a thousand words ^ of what value 1s a picture 
accompanied by audible words and sounds? Hospital personnel are finding 
audiovisual materials very useful in educational programs and the librar- 
rian is being asked with Increasing frequency to include them in the 
library. 

Common types of audiovisual materials are slides (projection and micro- 
scopic) ^ tapes 5 motion pictures, records and pictures. These materials 
need special shelving, environmental control and a controlled circulation; 
present special problerns in terms of repair, and need special equipment 
in order to be used. The hospital library may only order^ organize^ 
store and circulate these materials; or the library may also provide 
the equipment. 

Finding out what audiovisual materials are available for rent or purchase 
entails keeping a file of catalogs and brochures 1n addition to utilizing 
the Audiovisual section of the National Library of Medicine's Current 
Catalj)£. Three useful catalogs are: 



A. National Medical Audiovisual Center Catalog, 1972. Section L 
16 mm Motion pictures (66 pages,) Section 11, Videotapes (19 
pages.) Available from the National Medical Audiovisual Center, 
Atlanta, Georgia, (See address belowj 

B. AHA Film Catalog , January 1 , 1972, Available from the Film 
Ubrary, American Hospital Association, 840 North Lane Shore 
Drive, Chicago, Illinois 60611. The last page of this publi- 
cation lists some societies and associations that make films 
available, 

C. American Medical Association. Medical and Surgical Motion 
Pictures : a catalog of selected films. American Medical Asso- 
ciations 535 North Dearborn Street^ Chicago^ Illinois 60610. 

D. Other sources of materials - Pharmaceutical houses are 
producing and distributing materials. One very popular tape 
service is that of the Audio-Digest Foundation ^ 1250 South 
Glendale Avenue, Glendale, California 91205* 



Cataloging and Processing . The cataloging of audiovisual materials 
differs from that of books and journals. If you only have one or two 
items there is no problem remembering where they are, but you should 
set aside a special area or shelf for these materials. Two manuals on 
the cataloging of audiovisual materials are available: 

■ A. Cataloging non-print at NMAC . Available free from the National 
Medical Audiovisual Center (Annex* ) (See address below) 




Andrews, Sara W, Cataloging and processing audiovisual materials : 
a manual . Charles" A7~Dana MedTcaT Library, IJniv'ersTty of 
Vermont, Burlington, Vermont 05401, 
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NLM*s Current Catalog has an audiovisual matirlals section prepared by 
the N.atlonal Medical Audiovisual Center (NMAC.) Cataloging information 
could be obtained from this source for many items. If you plan to r^"?ly 
on the Current Catalog , it would be advisable to understand the system 
used by HMkC, 

Equipment . The field is changing so swiftly that any mention of equip- 
ment becomes rapidly out of date, A helpful basis for looking at aud1o= 
visual needs is: 

Brooks, M, Primer for media resources librarians , Avanable from 
the National Medical Audiovisual Center, 

Some library supply houses have special catalogs of AV equipment. A general 
overview 1s discussed in: 

Notes on media management . Available free from the National Medi- 
cal Audiovisual Center. 



National Medical Audiovisual Center 
1600 Clifton Road, N. E, 
Atlanta 5 Georgia 30333 

National Med, Aud. V. C, (Annex) 
Station K. 

Atlanta I Georgia 30324 
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INTERLIBRARY LOANS (ILL) 



No library can acquire and store all the materials that all of Its 
users might need. In order to make materials available to users any- 
where, libraries have agreed to lend to other libraries that need a book 
or to borrow from a library that has the needed item. 

If one of your hnspltal staff members requests an Item not available in 
your library, either you or he can fill out a form you can have spec- 
ially prepared for this purpose (samples of such fonns are ILL Illustra- 
tions #1 and #2, p 49=50 ). These forms might be printed on bright paper 
and should be placed in a readily accessible spot In the library In 
this way, library users can request items even when you might not be 
in the library. These forms should be filled out in as much detail as 
possible, including the date after which the item will be of no use to 
the requester (the deadline.) Then check to make sure the item requested 
IS really not in your library, on order or in another, part of the hospital 

Sometimes patrons request items that may not exist, are not printed yet 
or give you incorrect Information. Therefore, it is Important that you' 
try to verify that the requested item does exist and to give as much 
accurate information as possible so that the lending librarV can find 
the Item rapidly and easily for you. 

A. Verification - you can verify that an item does exist by 
finding it mentioned 1n print. 

1. Journal articles 

a. Look for the author's name in the author's section of 
Index Medicus or Abridged Index Medicus . If you find 
the name with the same title of the article, check the 
pagination, journal title and date against the infor- 
mation given on the request form. Note on the form 

in space labeled "verified in" where you found the 
verification - the title of the source, the page and 
the date. If there are major differences between what 
you find, i.e., the year, the journal title or the 
title of the article, you should check with the 
requester; you may have found a similar but different 
article. 

b. You may not be able to find the article in Index Medicus 
or a similar source, but the requester may have seen 

it mentioned in the bibliography of an article. You 
may cite that bibliography as a source of reference. 
In the space labeled "source of reference" on the ILL 
form, indicate the journal title, volume number, pagi- 
nation, and date of the article, where the article you 
want is cited. 

c. If abbreviations are used for the title of the journal, 
complete the title only 1f you can find the abbreviation ' 
and the complite title listed in a journal list such as 
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the List of Journals Indexed in Index Medicus or 1n each 
issue of the Abridged Index Medicus/ It is better to 
leave the abbreviation exactly as it Is than to guess 
Incorrectly. 

2, Books 

a. You will not have readily available sources of verification 
for older books unless the requester has seen them cited 

in a bibliography, 

b. For current English-language books, you should consult 
the sources (especially bj,, e., f . , and gO discussed 
In the section on Book Selection ( pages 7=l|), In the 
space labeled "verified In" on the ILL form, enter where 
you found it listed. Publisher's catalogs are especiany 
useful for this, 

c. Very new books may not yet be listed. A local bookstore 
or public library may be able to help you tell if the 
book 1s already published and give you the information 
for verification. 

You will not be able to verify every request, but you should try. 
You might list where you have looked for the information. Borrowing 
is a privilege jnd the borrowing librarian should do everything 
possible to rnaEe it easy for the lending library. 

B, Choosing the lending library - In order to complete the ILL form, 
you must decide from which library to request the item. To do 
this most efficiently, you should become familiar with the medical 
libraries in your community and get to know both the librarian 
and the collection. It is preferable and usually faster to borrow 
something locally than to request it from another city or state. 
If the item is not available In your community, you may request 
1t through the regional medical library program which has been 
set up in this region. Check the chapter in this manual concerning 
the TALON network to find the name of your resource library. 

li Request for journal articles - 

The TALON Region has produced a union list of serials 5 which 
1s a locating tool for all the journal titles held by larger 
medical libraries in our area. Copies are available from 
TALON, but are not necessary for you to request interlibrary 
loan of journal articles. If you cannot borrow what you need 
locally, request the materials from your resource library. 
The resource library will attempt to locate the title for you. 

The TALON Region is at present working on a union list of books 
held 1n the region. This information is not yet available 
widely, so please contact libraries in your area or your regional 
resource library to fill your requests. Remember that many para- 
medical books can be obtained through your public library. 
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Requesting the item - The request should be typed on a standard 
ALA Interlibrary Loan form to be sent to the lending library\ 
These forms may be purchased from library supply companies (see 
ILL Illustration #4, page 53,) Each ALA form has four parts, each 
part is used for the specific purpose noted, 

K Filling 1n the form - Be sure to include all the information 
requested on the form. ILL Illustrations 3A and 3B, pages 
51=52 give directions on completing the form. Illustration 
3A is an example of a request for a book and 3B is a request 
for a journal article, 

2* Only one item should be requested on each form. 

3. The source of verification should be notedj or the phrase 
"unable to verify". 

4. Each request should be signed by the librarian or an authorized 
person, 

5. A mailing label addressed to your hospital should be attached 
to each form requesting a book or bound volume. Books will 
only be mailed to a library and not to individual requesters. 
Some libraries will mail the photocopy directly to the 
requester. In this instance, the mailing label should contain 
his home or office address and it should be noted on the ILL 
form "to be mailed directly to requester". 

6. Keep the "D'' part of the ILL form so you will know what you 
requested from them* 

7. Mail the remainder of the ILL form to the library you are 
asking to lend you the item, 

8. ILL requests are filled and the item usually put into the mail 
to you within a day or two if the request is correct and the 
item requested is on the shelf at the lending library. If the 
information Is incorrect, it may add more days to the time. 

If the item is not on the shelf of the lending library, even 
more time may elapse. The lending library will usually notify 
you if there will be a considerable delay or if the request 
cannot be filled by the deadline you have indicated. 



D. Possible ways in which items requested may be received 

1. A photocopy comes to the library for you to give to the patron. 
He may keep the photocopy and dispose of it as he wishes. You 
may note on your "D" form that this request was received. 
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2. An item is sent to you that must be returned to the lending 
library after the requester uses it, Usually only bound 
volumes or paperback books are to be returned. The ILL 
form returned with this Item (parts B & C) will have a 
"due date" stamped on it. When you give the Item to the 
borrower, you should tell him when it is due. It is your 
responsibility to see that the book is returned to you on 
the due date and then mailed to th lending library. Use 
the return address as indicated on the package* If the 
wrappers are in good condition , you may wish to save them 
for mailing the book back. If the patron wishes a longer 
time to use the item, mark "renewal requested" on the "C" 
part of the ILL form and send it to the lending library. 

3. The item requested may not come, This happens very rarely. 
If you have heard nothing in ten days or so, photocopy 
your "D" form and send the photocopy to the library to 
which you originally sent the request, Write on the 
request "have not yet received," 

Returning borrowed books 

1. When you return a book to the lending library, please 
take care to see that it is carefully wrapped. Insulated 
bags are very easy to use and can be purchased from library 
supply companies (see ILL Illustration #4, page 53 j 

2. When an item is returned to the lending library , note the 
date you returned the item on your copy "D" of the ILL 
form, and mail this form separately to the lending library, 

3. If a book or journal comes to your library ^ and the wrapping 
indicates that it has been Insured, be sure that you insure 
it for the same amount when you return it. 

Records to keep - You should keep a record of the items you 
borrowed to give your administrator an idea of how busy the 
library is. Also, if one journal or book is borrowed several 
times in a year, you should consider buying or subscribing to 
it for your own library. You may wish to use the original 
request form you filled out as your official record. 
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REQUEST FOR INTERLIBRARY LOAN 



Date 



Journal title 



Vol ume Issue P ages M onth Y ea r 

Authors _ j 

Title 



Source of Reference 
Book title 



Authors 



Source of Reference 



Publisher Edition Year 



Date after which Name^ 
no longer needed: 



Department Ext. 



INTERLIBRARY LOAN ILLUSTRATION # 1 

If you make these the same size as an interlibrary 
loan form, you can file the request slip with your 
copy of the form, for further reference. 



i 
•1 
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FROM- Medicai Library 
REFERENCE : 



DATE ^ 



REASOK FOR DELAY 

jDurnal titia noc ownad { ] 

Issue not t^wnad [ ] 

Hava not yet racalvad tssua [ ] 

Pages requeited are mliitng from [ ] 
our vclume 

Volume is at bindery [ ] 

Chackad cut: will ba held for ycu [ ] 

Volume/tseue/suppI ement mtislng 

frem cur shelves [ ] 

Others { ] 



REQUEST IS BEING REFERRED TO- 
TALON 



REQaESr IS BEING RETURNED BECAUSE- 

Raference is incorreQt^ cannot 
^ teata 

Insafflilant inf crm&t Ic-n givan 
Orhei 



CYour almiture) 



I ] 

I ] 
[ 1 



INTERLIBRARY LOAN ILLUSTRATION #2 
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If the ILL request cannot be filled Immediately, let 
your patron know what has happened to his request. ILL 
requests sometimes take several weeks to receive. 
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ILL ILLUSTRATION #4 



LIBRARY SUPPLY HOUSES AND ADDRESSES 



A.L.A^. iQtgrllbrary Loan Forms 

Bro-Dart Incorporated 
P. 0. Box 1120 
Newark, N. J. 07101 

DEMCO Library Supplies 

P. 0. Box 1488 

Madison 5 Wisconsin 53701 

Gaylord Brothers, Incorporated 
155 Gifford Street 
Syracuse, N. Y. 13201 



I nsulated Book Mailing Ba^s 

DEMCO Library Supplies 
P. 0. Box 1488 
Madison, Wisconsin 53701 

Jiffy Bags 

Trade Paper Company 

4501 South Santa Fe Avenue 

Los Angeles, California 90058 
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Inter! Ibrary Loan mustratlon # 5 



It is handy to have a bookmark 
like this one to remind patrons 
that the book they have an 
inter! ibrary loan and must be 
returned within a specific period. 
A brightly colored strip - use 
pink or red - w1l! remind them 
each time they see the book. 



To: 



This 1s an 
INTERLIBRARY LOAN 

It has been borrowed 
for you from: 



It is due on; 



Please remember to 
return it on time 
so that the library 
remains In good 
standing for further 
loan requests . 
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REFERENCE SERVICES 



A medical library, along with being the source for books and journals 
may also provide other services for its staff. A doctor or nurse coming 
to a library may frequently be interested 1n finding the answer to a 
specific question rather than want to consult a particular book or Jour- 
nal . At other times, he might want to locate books and articles about a 
specific subject. In both these instances, the librarian can assist in 
obtaining the desired information. 

A. Answers to specific questions - The kinds of questions that 
fit into this category include requests for information on 
physicians^ hospitals, health organizations, professional 
meetings, drugs, diseases and medical terms. To answer these 
types of inquiries, the librarian should become familiar with 
the specific reference books in existence that provide this 
kind of information. The following reference books are usually 
found in hospital libraries. Order information (price, pub- 
lisher, etcj for any books mentioned here is listed in the 
Appendix (pages 73-77 ), 

1. Directories - Just as the telephone book provides speci- 
fic information (name, address, telephone number) about 
an Individual, the following directories provide data on 
physicians, hospitals, health organizations and medical 
meetings, 

a. Directory of Medical Specialists 

(1) Two volume set published about every two years* 

(2) Listing of all physicians certified by specialty 
boards . 

(3) Arrangement 

(a) Physicians are listed under different boards 
(e.g., ophthalmology) then geographically by 
state and city. 

(b) Alphabetical index to all physicians listed 
is at the back of Volume II. 

(c) Extensive use of abbreviations* 

(4) Information given about each physician, 

(a) Name ^ • 

(b) Address 

(c) Year of birth - place of birth 

(d) Internship and residency information . 

(e) Mil i tary service 

(f) Present position 
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(5) Other data available for each specialty board. 

(a) Composition of the board 

(b) Requirements for certification 

Hospital s : (guide issue^ part II^ August 1, of Hospi tal s ; 
"JournaT " of the A merican Hospital Association . ) 
A reference source for: 

(1) Information on health care institutions 

(a) Name and address 

(b) Name of administrator 

(c) Type of institution 

(d) Number of beds 

(e) Special facilities and services 

(2) Information on the American Hospital Association 

(a) Meitibership list 

(b) Officers 

(3) Listing of organizations^ agencies and professional 
schools In the health field. 

(4) National hospital statistical data* 

(5) Sources of products and services used 1n hospitals 
(buyers' guide to hospital supplies and equipment) 

Journal of the American Medical Association - Directory type 
Information is given near the beginning of each weekly 
issue, 

^(1) First issue of the month - lists meetings to be 
held in the United States, Listing by month of 
meeting. 

(2) Second issue of the month - list of meetings to be 
held outside the United States, 

(3) Third issue of each month - 11st of organizations 

of medical interest. Lists presidents and executive 
secretaries of each, 

(4) Fourth issue of each month - lists AMA officers and 
executive staff. Includes State Medical Associations. 
Gives information on state examinations and licensure. 

(5) Special issues - Issued annuallys usually in the month 
noted in parentheses, 

a. Book Number (April) - literary and publication 
information. 
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b. Convention Number (May) - AMA annual convention* 

c. State Board Number (June) - statistics and require- 
ments 

d. Continuing Education Number (August). 

e. Clinical Convention Number (October). 

f. Education Number - statistics on med, schools and 
medical education. (November) 

Drug Handbooks 

a. AMA Drug Eval uations. 1971 

(1) Deals with the pharmacology and therapeutic Indi- 
cations of drugs. 

(2) ^ Makes evaluations on the effectiveness of many 

drugs. 

(3) Lists drugs and combinations by generic and 
proprietary names. 

(4) Gives the usual dosage for most evaluated drugs. 

(5) Has three helpful indexes: 

(a) Indication Index-- lists alphabetically 
diseases or conditions to be treated, with 
categories of drugs or individual drugs 
used in treatment indented under them. 

(b) Adverse Reactions Index - lists the adverse 
reactions alphabetically. Indented under 
the adverse reactions are classes of drugs 
or Individual drugs causing the adverse 
reaction. 

(c) Alphabetical Index - lists the individual 
drugs or groups of drugs, 

^ Physicians Desk Reference - Provides essential prescrip 
tion information on major pharmaceuticals , specialties, 
'biologicals and antibiotics. Published annually in 
cooperation with the manufacturers whose products are 
described. The manufacturer provides all the descrip- 
tions of the products. Five sections: 

(1) Alphabetical Index 

(a) By brand name 

(b) By company name 

(2) Drug, chemical and pharmacological index. 



57 



(3) Therapeutic indication index 

(4) Product Identification section (pictures of pills) 

(5) Product Identification section (narrative) 



Drug companies give the FDR to most physicians. See if you can get one 
of your doctors to donate his copy to the library* 

3. Handbooks 

a, Merck Manual 

(1) A handbook of diagnoses and therapy 

(2) Primary objective of the Manual is to provide up- 
to-date infonnatlon in one handy^ readable book 
compendium. 

(3) Information is given on the etiology, diagnosis ^ 
pathology s treatment and prognosis of various 
diseases, 

(4) Coverage is mainly medical (as opposed to surgical). 

(5) Contains special section on nurstng, medical and 
laboratory techniques, 

b. Current Diagnoses and Treatment - Intended to serve as 
a usefuTdesk reTerence on the most widely accepted 
techniques currently available for diagnoses and treat- 
ment. Deals primarily w1 th Internal medicine disorders. 
For each condition: 

(1) Essentials of diagnoses 

(2) General considerations 

(3) Clinical findings 

(4) Treatment 

(5) Prognosis 

4. Dictionaries - choose either Dorland's or Stedman's - they 
are both good* 

a* Dor! and 's Illustrated Medical Dic ti onary 

(1) Official authority used by the Index Section of 
the National Library of Medicine, 

b. Stedman's Medical Dictionary 

c. mustrated Dictionary of Eponymous Syndromes 

(1) Lists synonyms and eponyms used to describe syndromes 
and diseases, 

5. List of Journals Indexed 1n Index Medicus - four sections 

1 
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This list is published in the first monthly issue of the Index 
Medlcus each year, and is also found 1n the yearly cumulated 
edition. It can be purchased separately^ and is useful for 
deciphering journal title abbreviations. 

a. Abbreviation listing of journal title followed by full titl 

b. Full Journal title listing followed by abbreviation* 
c* Listing by subject, 

d* Listing by country of publication* 

Finding articles or books on a specific subject or by a particular 
author. Another service the librarian can provide for the hospital 
staff is compiling bibliographies or lists of articles and books 
that have beer, published on specific subjects. By consulting the 
indexes to Journal articles, the librarian can usually find a few 
references to articles on the requested subject. 

1. Accepting the request. 

a. Obtain as much Information as possible from the 
requester, including a clear statement of what he 
wants. 

b. Suggested questions to ask the requester. 

(1) Does he want only articles written In English? 
Any other languages? All? 

(2) Does he want only articles published 1n the last 
six months? Last year? Last three years ^ etc? 

(3) Is he interested in diagnosis, treatment, etc.? 
2* Understanding the request 

a. Look up unfamiliar words in a medical dictionary. 
Make note of any synonyms and differences in spelling. 

b. Check information in handbooks (e.g., Current Diagnosis 
and Treatment) , 

c. Check textbooks for a more in-depth discussion. 
3. Where to look 

a. Index Medicus - The major Index to the journal articles 
in medicine is Index Medicus . It is a monthly publi- 
cation which Indexes 2300 medical journals. Further 
information on how to use Index Medicus will be found 
on page 61 . 
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Abridged Index Medicus - Monthly publication which 
indexes 100 English-language clinical Journals, 

c. Cumulative Index to Nursing Literature 

(1) Bi-monthly with annual cumulations, 

(2) English-language articles only. 

d. Hospital Literature Index 

(1) Covers administrations planning^ and financing of 
hospitals and the administrative aspects of medical , 
paramedical and pre-payment fields. 

(2) English-language only, 

(3) Quarterly with annual and five-year cumulations. 
4. Procedure to follow 

a. Starting with the most recent issue of the index you 
will be using, check each issue under the pertinent 
subject headings. 

b. For each article you find that looks relevant, copy 

the complete reference on a slip of paper (3 x 5 is a good 
size). 

c. Brackets around the title indicates that the article 
is in a foreign language. ^ It's a good Idea to write 
down the language if not English, Your patron may not 
read Japanese, 

d. The volume, year and page of the Index where the article 
was found should also be noted at the bottom of the slip 
of paper. This Information will be needed when .a request 
Is made to borrow the Item on interllbrary loan. 

e* Organize the slips containing references to articles in 
alphabetical order by author or chronologi callys and qive 
the slips or type a bibliography from the slips to give 
to the requester. 

f. Ask your patron to separate the slips into those he 
wishes to see and those he does not want to see. Set 
aside those he doesn't want to see. Separate those he 
does want into: Journals you have in the library 
Journals you will need to borrow. 
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Sample card: 



Black, L, A. , et aK 

Coronary care. A challenge to the small 
community hospital. Ohio Med J 63: 
1311-4, Oct. 67. ^ ^ 



Index Medlcus 0:1132, 
Dec, 57/ 



Your library policy will decide whether you will pull 
from your collection those Journals you have, or whether 
the patron should do it himself. Request those you don't 
have on interlibrary loan, 

g. You will have to decide whether you wish to keep a record 
of all citations which you finds or Just a record of the 
subjects you have looked up for patrons. This will depend 
on storage space and whether you have time to make a 
duplicate copy. Do keep track of how many bibliographies 
you dOj for your statistics sheet. 



INDEX MEDICUS AND ABRIDGED INDEX MEDICUS 



Index Medlcus (IM) 1s the major American index to articles published in 
^300 biomedical journals. It Is a monthly publication arranged both by 
author and by subject* An annual cumulation 1s also published. 

The Abridged Index Medicus (AIM) is a recent publication, also monthly, 
with the same format as Index Medicus . AIM, however, indexes only 100 
English-language medical journals, predominately journals 1n clinical 
medicine. Every hospital library should have Index Medicus or Abri dged 
Index Medlcus , or both. " 

A. How to use l£ and AIM . The same principles apply to both pub- 
lications, 

1, Choosing the subject heading or headings. 
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a. The subject headings used in IM_ are listed in the 
publication Medical Su bject Headings (MeSH), which 
comes as part of the subscription to the regular 
Index Medicus . Libraries which subscribe only to 

AIK have to order MeSH separately, (Price and address 
are given on page 75 * ) 

b. Only those subject headings listed in MeSH are used* 
Be sure to look under synonyms to find the particular 
heading that is used. 

c. MeSH is divided into two sections. First is a listing 
of all the terms in alphabetical order. The second 
section lists these same terms but by categories. If 
you have difficulty in locating a term in the alphabetic 
section 3 be sure to look under the relevant category or 
categories to see what subject headings might be used to 
find articles you want. 

Arrangement of Index Medicus 

a. Subject section - Under each subject heading, citations ^ 
that are primarily concerned with that subject wil 1 be 
printed, 

(1) A citation includes the title, author, journal 
title, Journal volume, pagination and journal date, 

(2) Under each subject heading^ the citations are arranged 
alphabetically by the journal title, 

(3) An example: 

^ ACHILLES TENDON 

©Tenotomy. Effect of the fine structure of the soleus 
of the rat.tSshafia SA, et al ffl Arch Neurol (Chicago) 
® 20:625 June 69 UZ ref.) ~ ' ' 

©The MeSH subject, heading 
0 Title of the Journal article 

©First author's last name and initials | et al means 
_ more than 1 author 

©Journal title abbreviation. For the complete title, 
you would check the journal list in the front of the 
January issues of IM or each issue of AIM. 

® \/ol ume number of the journal 

©Page on which the article starts 

O Page on which the article ends 

®Date that the issue of the journal was published 

©Indicates the number of citations 1n the bibl iography 
'of the article. This is included in the case of review 
articles. 



62 



(4) If the article 1s written in a foreign language , the 
language will appear in brackets at the end of the 
citation, 1 ,e, : (Ger) 

As of 1972 5 articles written in foreign languages but 
incl uding an Engli^sh abstract of the contents are 
marked as such* The Indicator (Eng. AbstJ appears 
in the citation Just after the date of the issue, 

(5) How many times does a citation appear in the subject 
section? A citation appears under as many subject 
headings as are necessary to bring out the major 
concepts of the article. Usually this is two, three 
or four* Thus, an article on the treatment of strep- 
tococcal infections with sulfamethoxazole and penicillin; 
bacterial and immunological response, would be found 

' under: 

STREPTOGOCCAL INFECTIONS 
SUL FAMETHOXAZOLE 
PENICILLIN 

b. Author section - Alphabetical listing by last name of 

the authors of articles cited in that Issue of Second 
and third authors' names are listed with a cross reference 
. to the first or primary author. The information given for 
each citation 1n the author section 1s the same as that 
given In the subject section, except that a citation number 
is given* This is the number assigned by the computer, a 
unique number for each citation. You should have no reason 
to use this number. 

Miscellaneous 

1. It takes time to index articles. Thus, an article in the July 
issue of Anesthesiology 1s not likely to be cited in the W 
for 1=4 months, usually 2 months, ~ 

2, Both ^ and Aljjl are cumulated annually. The cumulations are not 
included 1n the yearly subscription but must be purchased separately. 

Appendix 2 to this manual contains a copy of the National Library of 
Medicine's publication Hints for Index Medlcus users. You may find 
this helpful when searching difficult subjects or may want to make it 
available to patrons who are conducting their own searches. 
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MEDLINE 

Computer-Produced Bibliographic Services 



A new bibliographic aid for the hospital librarian has been developed by 
the National Library of Medicine in the past few y. -,rs. MEDLINE (MEDLARS 
On-Une) is a service librarians should know about and use when the 
appropriate need arises. It is an on-line computer service that produces 
bibliographies on demand. k . - 

It is not always easy to tell the subject matter of articles by lookinq 
through the bibliographic citations in the Index Medicus . Abridged Index 
Medicus or other indexes. Supposing a patron asks you to Find articles on 
a particular treatment of urinary problems in patients with multiple 
sclerosis. When you look in the Abridged Index Medicus under the MeSH 
heading multiple sclerosis", you find several articles on complications 
of multiple sclerosis but they don't specify what treatment. You turn to 
the subject heading "urinary tract Infections", "urinary incontinence", 
etc. No luck. Under the subject heading for the specific treatment, you 
find some possible articles but nothing for certain. Vou could then ask 
your patron if he could wait a few days while you send this bibl ioqraphic 
request to the regional medical library, medical school or other library " 
offering MEDLINE service In your area. " 

Upon receipt of your request, a medical librarian with soeclal training 
will study your request, select the appropriate MeSH headings, sit down to 
a computer terminal and type in a cDmbination of MeSH terms that should 
result m citations pertinent to your request. In the multiple sclerosis 
example, the search strategy would be to ask the computer to search its 
tile for all citations indexed with "multiple sclerosis" and "urinary 
tract infections/with the subheading drug therapy" and thrTpeci fie term 
K or any citation indexed with "muTtTple sclerosis" and 

bladder, neurogenic with ■the subheading drug therapy" and the term foF^ 
the specific therapy, and so on. "~" 

The computer will print out the number of citations it finds that meet the 
requirements. The librarian-searcher may ask it to print some or all of 
these citations. The resulting bibliography would be sent to you or. If 
he wishes, directly to the requester. 

l!r™*.f:2^^^ °^ bibliographic requests might appropriately be referred for 
MEDLINE? ^ 

A. Thorough author searches ( Index Medicus Name Section lists only • 
first three authors.) 

B. Requests needing the logical combination of two or more MeSH terms. 
What kinds of bibliographic requests should not be referrid for MEDLINE? 

A. Requests for articles written before the last three years 
(MEDLINE covers only the lasf3-4 years,) 

B, Verification that a specific article exists. 
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C. specific data or facts. 

D. Non-medical subjects. 

^ M • « Hentistrv sublects. Some citations are avaiUble, 
J"" " r'±TVt IsSener toch.ck th. specUlty indexes 



but not in depth. It 1s 
for these. 



What does MEDLINE cover? 

•. 1200 major journals* 

Journal coverage • ^-^^^ ^35^ 3_4 years 

Subject coverage gf languages 

Language coverage Approximately 400,000 , 

Number of citations kh 

S^Slrifr-E^^ 

Miyirfi readily available journal articles. 

^ MFni TWF ^parrh Obtain forms from your regiona;i medical 
Hnw to request a aMsearm- A sample copy is included in 

library o? yoL"^ nii^MEDLINt Center. ^ "mpie c py . ^^^^ 

Appendix 3. You can help by "9 f J^/.^'J^'^s' o/^ and in terms 

completely indicating exact y '^hft he wants i tem^^ Requester should indicate 

request in his own words. 

There is a brochure about these services that can be obtained free: 
MEDLINE DHEW Publication No.. (NIH) 73-266. January , 1973 . 

8600 Rock vine Pike, Bethesda, Maryland Z0014. , 
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TALON REGIONAL MEDICAL LIB_RARY SERVICES 



A national network or regional medical libraries was established under 
the Medical Library Assistance Act of 1965, Under Public Law 89-291, 
Congress provided funds to the National Library of Medicine so that grants 
could be made to establish Regional Medical Libraries, Eleven reqions have 
been established including the South Central Region, which serves the states 
of Texas , Arkansas, Louisiana, Oklahoma and New Mexico , (TALON) 

Designed to expand and improve medical library services and facilities 
for the health sciences ^ the Program aims to coordinate efforts in existing 
institutions. The result will be a nationwide biomedical communications 
network with the National Library of Medicine as a capstone. 

The eleven larger medical libraries in this region have formed a 
consortium to develop this program. Participating libraries are listed on p 70 
The University of Texas Health Science Center at Dallas houses the adminis- 
trative headquarters. An Advisory Council, with representatives of geographic, 
professional and medical library interests within the region serves as a 
coordinating board to recommend policies and practices. This ensures that 
good channels of communication exist for the administrative organization of 
the Regional Medical Library Program, 

Each Resource Library 1n the TALON region has an extension program 
through which It provides various services to smaller health related 
institutions,^ Distribution of regional services will be a cooperative 
endeavor, designed not to supplant but to expand. or supplement those services 
now offered by member libraries. These services are available (1) to public 
and private institutions with programs of health professional education , service 
or research, and. (2) to Individuals engaged in these or related fields who 
lack access to libraries through which to obtain services. 



SERVICES OFFERED BY TALON ARE AS raLLOWS: 



Interlibrary Loan 

The interlibrary loan program 1s intended to improve access to the biomedical 
literature through better coordinated and more liberal lending among libraries 
in the TALON Region. Requests should be submitted through hospital or other 
local libraries to the appropriate Resource Library. An individual without 
local library service may contact TALON headquarters directly. The Resource 
Library will determine whether to send a photocopy or lend material 1n the 
original form. Photocopies will at present be supplied without charge and 
may be retained by the requester. However, institutions within the immediate 
community of the Resource Library are considered to have local access to the 
Resource Library's hand collection and may be charged for photocopies. For 
further information consult the following Interlibrary Loan Policy. 



Union List of Serials Holdings 



, The library of the University of Texas Medical Branch at Galveston has 

produced a computer-printed 11st of holdings of the Resource Libraries plus 
a number of other medical libraries In the area, to expedite interlibrary 
loan service for Journal titles. The format is designed to allow the 
Resource Libraries to enumerate their holdings, add new titles as needed, 
and provide for updating. Copies of the original, supplements, and new 
editions will be distributed free to Resource Libraries and to many hospital 
libraries who request it* 

Location Listing for Current Acquis itions ' 

The Regional Library has requested all Resource Libraries to submit a main 
entry card for each cataloged book with an imprint date within the past five 
years. These will be filed by author, serving as a temporary rough locating 
list and as a means of analyzing current acquisitions and cataloging practices. 

MEDLINE search services, discussed on p. 64 , are available at most of the 
Resource Libraries and at several larger hospital libraries in the TALON region. 
Consult your Resource library for the location nearest you. At the time of 
writing, some centers are providing searches free of charge , whil e at others, 
there 1s a nominal charge for computer time. You may wish to check with the 
center before sending in requests. Requests are accepted by interview or by 
submission of a standard search request form, from either a library or an 
Individual health professional. Telephone requests may be honored at some 
of the centers* 

. Extension Program 

Many of the Resource Libraries have now been funded for an Extension Program, 
while al 1 have a staff member who serves as liason between the Resource 
libraries and the professional health personnel in their regions. These 
librarians conduct workshops in medical 1 ibrarianship, can provide consulting 
services for Individual hospital libraries, and have as their objective the 
promotion of the Biomedical Communications Network in the TALON Region. 
Contact your Resource Library for more information. 

Duplicate Journals Collections 

The TALON Regional Headquarters has recently received a grant to provide a 
duplicate journal exchange for institutions In the Region. The 150 Journals 
on the Brandon list, plus selected other titles, are collected 1n a ware- 
house for free distribution. Missing issues can be replaced for binding, or 
. journal runs can be requested for filling in back files. Write to the TALON 
office for a list of journals available. 

Newsletter ■ ' 

The TALON Core Staff publishes a monthly newsletter to keep area libraries 
Informed of news and happenings In the* region. The title, "Synergy" a 
medical term meaning "cooperating, coordination in action", was chosen for 
this newsletter since it seemed especially appropriate'. Available to health 
; science libraries and other interested parties , the newsletter features 

activities of the many libraries 1n the region, and contributions from members 
are encouraged, 
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ItlTERLiBRARY LOAN POLICY 



The interlibrary loan program of the TALON Regional Medical Library 
IS Intended to improve access to the biomedical literature through better 
coordinated and more liberal lending among the libraries in the Region 
which includes: Arkansas, Louisiana, New Mexico, Oklahoma and Texas. 
The program is decentralized with cooperating larger health science 
libraries serving as Resource Libraries fn their subregions. The 
cooperating libraries are listed below. The University of Texas Health 
Science Center at Dallas Is serving as the administrative headquarters 
for the program. 

Eligible Borrowers 

Eligible borrowers are: (a) Public and private Institutions with programs 
of health professional education, service, or research, and (b) individuals 
engaged 1n these or related fields who lack access to libraries through 
which to obtain services. 

Materials Loaned 

Resource Libraries will practice as liberal a lending policy as possible 
with due consideration to the needs of their primary users/ Interlibrary 
lending, howevert does not relieve any library of the responsibility of 
developing its collection. Each library is expected to provide the 
resources to meet the ordinary needs of its users. 

Forms of Request 

Unless a special agreement exists with its Resource Library^ the borrowing 
library should submit requests typed on standard interlibrary loan request 
forms or In standard teletypewriter (TWX) format. Requests should be 
filled out as described in the section on Interlibrary Loan, 

Routing of Loan Requests 

Requests that cannot be filled locally should be. submitted to the nearest 
Resource Library, The Resource Library will forward requests it cannot 
fill to another Resource Library within the TALON Region, or to the TALON 
headquarters. The TALON staff will make the decision to switch the 
request to the National Library of Medicine or to another region, if 
appropriate. 

Forms of Loans 

The lending library has the right to determine whether to send a photocopy 
or lend the material in the original form, Multiple photocopies will not 
be supplied to a single requester nor will complete Issues or portions of 
issues or volumes over thirty pages be photocopied. 

Loan Period 

The loan period will be determined by the lending library. 
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Delivery and Returns 



Photocopies will be sent by first class mail, Original loans will be 
sent with the postage prepaid. The borrowing libraries are responsible 
for original volumes from the time they receive them until they" are 
returned and received in the lending library. Lost materials must be 
replaced by the borrowing library. 

Loans to Individuars 

Loans to individuals without access to libraries will be made under the 
same terms as loans to libraries. Resource Libraries will complete and 
forvjard interll bra ry loan requests for items they cannot supply. 

For further Information on the TALON Regional Medical Library Program, 
write to: 

TALON Regional Medical Library Program 
University of Texas 
Health Science Center at Dallas 
5323 Harry Hines Boulevard 
Dallas, Texas 75235 

Telephone: (214) 631-1813 or 
63N3220, Ext, 519 

Teletype: 910 861 4325 
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TALON RESOURCE 



University of Arkansas 
Medical Center Library 
P. 0. Box 2381 
Little Rock, Arkansas 72203 

Louisiana State University 
Medical Center Library 
1 542 Tul ane Avenue 
New Orleans, Louisiana 70112 

LSU Medical Center Library 
School of Medicine in Shreveport 
P. 0. Box 3932 
Shreveport 5 Louisiana 71130 

Rudolph Matas Medical Library 

Tul ane University 

1430 Tul ane Avenue 

New Orleans, Louisiana 70112 

Library of Medical Sciences 
University of New Mexico 
900 Stanford, N. E, 
Albuquerque, New Mexico 87106 

University of Oklahoma 
Health Science Library 
P, 0. Box 9601 

Oklahoma City, Oklahoma 73190 



LIBRARIES 



Houston Academy of Medicine Library 
Texas Medical Center Library 
6401 W, Cullen Street 
Houston 5 Texas 77025 

University of Texas Health Science Center 
at San Antonio Library 
7703 Floyd Curl Drive. 
San Antonio 5 Texas 78229 



Texas Medical Association Memorial Library 
1801 N. Lamar 
Austin, Texas 78701 

University of Texas 

Health Science Center at Dallas Library 
5323 Harry Nines Boulevard 
Dal las 5 Texas 75235 

University of Texas Medical Branch 
Library 

9th & Mechanic 
Galveston I Texas 77550 
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Regional Medical Libraries 



States 



#1 - New England Regional Medical Library 
The Francis A* Countway Library' 

of Medicine 
10 Shattuck Street 
Boston, Massachusetts 02115 

#2 = New York & Northern New Jersey 
Regional Medical Library 
New York Academy of Medicine 
2 East 103 Street ^ 
New York, N. Y, 10029 



#3 - Mid-Eastern Regional Medical Library 
College of Physicians of 

Phil adel phi a 
19 South 22 Street 
Philadelphia, Pennsylvania 19103 



#4 - Mid-Atlantic Regional Medical 
Library 
P, 0, Box 30260 
Bethesda, Maryland 20014 

#5 - Kentucky-Ohio-Michigan Regional 
Medical Library 
Wayne State University 
645 Mullett Street 
Detroit, Michigan 4B?,26 

#6 - Southeastern Regional Medical 
Library 

A. W, Calhoun Medical Library 
Woodruff Research Building 
Emory University 
Atlanta, Georgia 30322 



#7 - Midwest Regional Medical 
The John Crerar Library 
35 West 33 Street 
Chicago^ Illinois 60616 



Library 



Connectlcutv Maine 
Massachusetts 
New Hampshi re 
Rhode Island 
Ve rmon t 

New Jersey 
(Northern Counties: 
Bergen, Essex, 
Hudson , Hunterdon , 
Middlesex, Morris, 
Passaic, Somerset, 
Sussex, Union & 
Warren) New York 

Delaware, New Jersey 
(Southern Counties: 
Atlantic^ Burlington, 
Camden , Cape May, 
Cumberland, Gloucester^ 
Mercer, Monmouth, Oceans 
& Salem) Pennsylvania 

Maryland, North 
Carol ina, Virginia, 
Washington, D. C. , 
West Virginia 

Kentucky 
Michigan 
Ohio 



Alabama, Florida, 
Georgia 
Mississippi 
Puerto Rico 
South Carolina 
Tennessee 

111 inois , Indiana, 
Iowa 5 
Minnesota 
North Dakota 
W1 scons in 
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Regional Medical Libraries 



States 



#8 - M1d-Continental Regional Medical 
Library 

University of Nebraska Medical 
Center 

42nd Streit and Dewey Avenue 
la^ Nebraska 68105 



#9 - South Central Regional Medical 
Library Program 
University of Texas 
Health Science Center at Dallas 
5323 Harry Hines Boulevard 
Dallas, Texas 75235 

#10- Pacific Northwest Regional Health 
Sciences Library 
University of Washington 
Seattle, Washington 98105 

#11- Pacific Southwest Regional Medical 
Library Service 
Center for the Health Sciences 
University of California 
Los Angeles, California 90024 



Colorado, Kansas, 
Missouri , Nebraska, 
South Dakota 
Utah 
i1ng 



Arkansas 
New Mexico 
Okl ahonia 
Louisiana 
Texas 



Alaska, Idaho, 
Montana 
Oregon 
Washington 

Arizona 
Cal ifornia 
Hawaii 
Nevada 



EKLC 



72 



APPENDIX I 
Reference Works 
& 

Glossary of Terms 



APPENDIX: Reference Works 

Directory of Medical Specialists 

Price; $49.50 (1972-3, 2 volumes) 

Publisher: Marquis Who's Who Incorporated 
Marquis PublicatlDns Building 
ChicagOs Illinois 60611 

Frequency of publication: Bi-annual 

Hospitals: guide issue (AHA Guide to the Health Care Field) 

Price: $14.00 If ordered individually 

(included in the subscription to Hospi tals Journal ■ price 
for the journal subscription is $10.00 a year, ) 

Publisher: American Hospital Association 
840 North Lake Shore Drive 
Chicago j II 1 1no1s 6061 1 

Frequency of publication: Annual 
Index Medlcus 

Price: $113.00 annual subscription (includes Medical Subject 
Headings); $84.00 for 1972 cumulation 

Publisher: National Library of Medicine 

For sale by: Superintendent of Documents 
Government Printing Office 
Washington, D, C. 20402 

Catalog No.: HE20.3612 (Index Medlcus) 

HE20, 3612/3:13 (1972 cumulation) 

Frequency of publication: monthly 

i 

Abridged Index Medicus 

Price: $21*50 annual subscription; $10*00 for 1 972 cumulation 

Publisher: National Library of Medicine 

For sale by: Superintendent of Documents 
Governinent Printing Office 
Washingtoni D, C, 20402 
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Abridged Index Medl cus cont* 



Catalog No. 
Frequency of publication: monthly 



HE20. 3512/2 
HE20, 3612/2:2-3 (1972) 



Medical Subject Headings (MeSH) 

Price: Included in subscription to Index Medicus (Part II of 
January Issue) $5,50 If purchased separately 

For sale by: Superintendent of Documents 
Government Printing Office 
Washington, D. C. 20402 

Catalog No.: HEZO. 3612 : 14/1 pt 2 . 



Cumulative Index to Nursing Literature 

Price: $27.50 annual subscription 

Cumulated volumes available for 1956 to date 



Publisher: Glendale Adventist Hospital 
Publications Service 
P. 0. Box 871 

Glendale, California 91209 

Frequency of publication: Bi -monthly with annual and 5-year 

cumul atlons 



Hospital Literature Index 

Price: $10*00 annual subscription 

$20,00 for 1960-64 cumulation 
$30,00 for 1965-69 cumulation 

Publisher: American Hospital Association 
840 North Lake Shore Drive 
Chicago, Illinois 60511 

Frequency of publication: quarterly with annual and 5-year cumulations 



AMA Drug Evaluations 1971 
Price- $15,00 




Publisher: American Medical Association 
535 North Dearborn Street 
Chicago, Illinois 60610 
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Physician's Desk Reference 

Price: $12.00 (SIT. 00 if you send check) 

Publisher: Medical Economics ^ Incorporated 
Litton Publ i cations 3 rncorporated 
Oradell^ New Jersey 07649 

Frequency of publication: Annual 

Merck Manual of Diagnosis and Therapy 
Price: $8,00 (12th ed,, 1972) 

.Publisher: Merck Sharp and Dohme Research Laboratories 
West PointSs Pennsylvania 19486 

Frequency of publication: Irregular 

Current Diagnosis and Treatment 

Price: $11 ,00 (1972) 

Publisher: Lange Medical Publications 
Los Altos, California 94203 

Frequency of publication: Annual 

List oF Journals Indexed in Index Medicus 
Price $1 .25 

Publisher: National Library of Medicine 

For sale by: Superintendent of Documents 
Government Printing Office 
Washington, D. C. 20402 

Catalog No.: HE20. 361 2/4:972 
Frequency of publication: Annual 

Dorland's niustrated Medical Dictionary 

Price: $13.50 (24 ed., 1965) (Deluxe edition $17.00) 

Publisher: W, B. Saunders Company' 
West Washington Square 
Philadelphia, Pennsylvania 19105 
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Stedman's Medical Dictionary 

Price: $18,50 (1972) 22d ed. 

Publisher: Winiams & Wilkins Company 
428 East Preston Street 
Baltimore, Maryland 21202 

Illustrated Dictionary of Eponymic Syndromes 

Author: Stanley Jablonski 

Price: $12.75 (1969) 

Publisher: W. B, Saunders Company 
West Washingto/1 Square 
Philadelphia, Pennsylvania 19105 

National Library of Medicine Current Catalog 

1965-70 Cumulation HE 20,3609/3:965^70 $71 75 

1971 Annual HE 20.3609/3:971 Sle'so 

1973 Quarterly HE 20/3609/2: $23 50 

1973 Monthly ^ HE 20.3609: $13! 50 

For sale by: Superintendent of Documents 
Government Pr;r:t1ng Office 
Washington^ D. C- 20402 

Current Catalog Proof Sheets 

Price: January 1 to December 31 , 1973 $35.00 ' 

Publisher: Medical Library Association 
Suite 2023 

919 N, Michigan Avenue 
Chicago, Illinois 60611 

Frequency: Twice a week. 
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GLOSSA RY OF TERMS 



Abstract. A short summary of an 
article or a reference periodical 
which gives complete and correct 
citations to articles 1n Journals and 
parts of books and includes a short 
summary of the work cited. 

Abstracting Service, Abstracts in a 
particular field or on a particular 
subject prepared by an Individual or 
company and supplied either to regu- 
lar subscribers or on request. 

Accession. To record books and 
other materials added to a library 
collection in order received. 

Accession Date. The date on which 
a volume is entered in the accession 
record. 

Accession Number, The number 
given to a volume in the order of 
acquisition. 

Accession Record. A record of volumes 
added to a library 1n the order In 
which they are received, 

Acquisition. Any printed Item ac- 
quired by a library or the process 
of acquiring such an item. 

Added Entry. Any entry of a library 
holding in the card catalog other 
than the main entry. 

Agent. An Individual or firm from 
whom library materials are secured. 
Also called a ''jobber." 

Almanac. A reference book which 
is an annual pub 1-1 cation containing 
a calendar, astronomical data and 
other information about the current 
year In concise form. 



Annotation. A note that describes, 
explains, or evaluates; especiany, 
such= a note added to an entry in a 
bibliography, reading list or catalog. 

Annual. A publication issued regularly 
once a year, as an annual report or 
prQceedings of an organization; or, a 
yearly publication that reviews events 
or developments during a year, some- ^ 
times limited to a special field. 

Atlas, A collection of maps. 

Back Issues. Any issue of a periodical 
or newspaper preceding the current 
Issue. 

Bibliography. A list of complete 
and accurate references. The term 
1s sometimes used to refer exclu- 
sively to lists of whole works (such 
as books) rather than lists of parts 
of books and journals. 

Bindery. A firm that specializes 

in one or another of the various kinds 

of bookbinding. 

Binding, The process of producing 
a single volume from leaves, sheets, 
signatures, or issues of periodicals 
or of covering such a volume. 

Binding or Bindery Record. A 
temporary or permanent 1 is_t of 
periodicals, other serials, and sets 
of books 5 sent to a bindery, with data 
as to title, style of binding5^,etc. 

Blurb. A description and recommendation 
of a book prepared by th^ publisher 
and appearing on the book jacket or 
separately* 

Book, See Monograph. 



Book Card, A card placed in a 
book to be used in charging it to 
the borrower. Also called Book 
Slipj Charge Slip and Charging 
Slip. 

Book Pocket. A pocket of stiff 
paper, an envelope, or a slip of 
paper pasted on the inside of a 
book cover to hold a Book Card, 
Also called Card Pocket. . 

Book Selection, The process of 
choosing books for library collec- 
tions . 

Book Trade Journal. A periodical 
Issued by publisher or booksellers, 
individually or conectively^ 
calling attention to books pub- 
lished or for sale, and some- 
times including information about 
book production and distribution 
and a current record of new books,. 

Book Truck, A small vehicle on 
wheels provided with two or three 
shelves^ used for transporting 
books within a bunding. 

Bulletin. A publication issued 
at regular intervals by a govern- 
ment department, a society or an 
institution^ usually numbered. 

Call Number, The letter and number 
combination assigned to a book to 
indicate Its location on the shelves. 

Card Catalog, A catalog in which 
entries for the 1 Ibrary materials 
are on separate cards arranged in a 
definite order 1n drawers. 

Catalog, A list of books, maps, etc, 
arranged according to some definite plan. 
It records, describes and 'indexes the 
resources of a conection, a 1 ibrary , 
or a group of libraries. 

Catalog Card, A card filed In the 
card catalog which describes a 
unique item in the library collection. 



Cataloging. Everythinc] connected 
with oj^ganizing and mcnntainina a 
catalog. 

Catchword Index. An index with 
entries under a significant word 
or phrase. 

Catchword Title. A partial title 
consisting of some striking word 
or phrase Hkely to be remembered 
by an inquirer. 

Charge, A record of the loan of 
library material to a borrower. 

Charge Card, A card placed in a 
book and used to record the loan 
of the book. 

Circulation. 1. The activity of 
a library in lending books to 
borrowers and keeping record of 
the loans. 2. Total number of 
volumes 5 including pamphlets and 
periodicals loaned during a given 
period. 

Circulation Record. A record of 
materials borrowed that shows by 
whom they have been borrowed and 
when they are due. 

Classification, An organized system 
for the arrangement of library 
materials according to subject or 
form. 

Classification Code, A formulation 
of principles and rules by which 
consistency may be maintained by 
the classifier 1n assigninn books 
to their appropriate place in a 
system of-c1 as si f1 cation. 

Classification System, A particular 
scheme of classification, such as 
Dewey Decimal or Library of Congress, 

Classified Index, An index in which 
topics are grouped under broad sub- 
jects of which they form a oart. 



Collate. To check all the parts of 
a book, journal, etc, in order to 
see that the material is complete, 
in good condition And that all parts 
appear in their correct order. 

Continuous Pagination. The numeration ^ 
in one conulnuous series, of the pages 
of two or more parts or volumes. 

Cooperating Library. A library that 
joins another library or group of 
libraries in some common pi an 5 such 
as limitation of Its collection and. 
service to a particular field, or 
contribution of cards to a union 
catalog. 

Copyright, The exclusive privilega 
of publishing and selling a work 
granted by a government to an author. 

Copyright Date, The date of copy- 
right given in a book, generally 
printed on the back of the title page. 

Cumulated Volume. The volume of a 
cumulative index or bibliography at 
the end of a year or some other speci- 
fied periods which combines entries 
from earlier issues of the period. 

Cumulative Index, An index in period- 
ical form that at stated intervals 
combines new items and items in one 
or more earlier issues to form a new 
unified list; or 5 an index to any 
periodical that combines new entries 
with those of an earlier index. 

Date Due, The last day on which a book 
loaned by a library may be returned 
without a penalty. 

Date of Issue. The day on which a 
book is charged to a borrower. 

Date Record. A record of books 
loaned, arranged by date of Issue 
or date due. 

Dater. A stamp which marks the date, 

r 
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Di ^onar^. A reference book 
concaining the word:^ of ^ ianquane 
or the terms of a subject; arranged 
in some order, alphabetical usually. 

Dictionary Cataloq. A catalon, 
usually nn cards, in whicfi dll the 
entries (uuthor, title, subject, 
oSries, etc.) and their related 
references are arranged tnnether in 
one general alphabet. 

Directory. A reference book that 
directs one to a particular person 
or organization. It is systematically 
arranged 1n an alphabetic or clas- 
sified order, giving addresses * 
affiliation of individuals, officers 
of organizations 5 etc. 

Discard. A book^ offi cially vn"thdrawn 
from a library collection because 
It Is unfit for further use or is 
no longer needed. 

Discharging, Canceling the loan 
record of a book when the book 
is returned to the library. 

Discontinue Notice. A form used 
to Inform a publisher that a serial 
received as a gift is no longer 
desi red. 

Divided Catalog, A card catalog 
which is divided into two or more 
units such as author/title and 
subject. 

Drug List. A reference book 
which may be called a pharmacopoeia ^ 
dispensatory, formulary or drug 
list; which gives a list of drugs 
and brief information about them. 

Duplicate, An additional copy 
of a book or Journal already in a 
library especially a copy to be ^ 
disposed of by exchange or in 
some other way. 

Editor, One who prepares for 
publication a work or collection 



of v/orks or articles not 
hi vwn. 

Encyclopedia, Compendia, Systems. A 
reference book or set of reference 
books v/hich are a summary of all 
knowledge in a particular field 
up to a given time. They are 
usuaily arranged in alphabetical 
order by subject. 

Entry. A record of a book in a 
catalog or list. 

Ephemera, Material of only ampo- 
rary interest or value. 

Errata, A 11st of typographical 
errors occurring in a book or 
journal, v/ith corrections. Also 
known as Corrigenda. 

Exchange. An arrangement by 
which a periodical is published 
(weekly^ moniilys annually, bi- 
ennially, etc.), 

Gazeteer. A dictionary of geo- 
graphical names. 

Handbook. A reference book which 
treats concisely the essential 
details of a subject* Also 
cal 1 ed a manual . 

Imprint. Name of publisher, 
place of publication and date of 
publ Icaticn. 

Index. Alphabetical 11st of 
items treated in a printed work 
that gives with each item the 
page number where It may be 
found. 

Indexes* Some indexes are se- 
parately issued reference peri- 
odicals which list complete and 
correct citations to journal arti- 
cles and sometimes to books or 
parts of books* Other Indexes . 
are published within a book or 
Journal as the index to only that 
one work. 



Indexing Service. Indexps, fiequentlv 
cumulative, for parti cul ^uhiects 
or for certain tynes of nubl i cations , 
supplied by an agency renularly 
through subscription or in response 
to special requests. 

Interests Record. A record indicatinn 
the work Interests of individuals 
among a library's clientele, as a 
guide to the library taff for 
abstracting, routin,, selection, 
etc. Also called a Subject Profile. 

I nterli bra ry Loan. A cooperative 
arrangement among libraries by 
which one library may borrow material 
from another library, with or with- 
out charge , dependi ng on the pre- 
viously made agreement. 

Inventory. A checking of the book 
collection of a library with the 
shelf list or author section of 
the catalog to discover books 
missing from the shelv'^r:. The 
inventory 1s usually annua]. 

Joint Ajthor* A person who colla- 
.borates with one or more associates 
to produce a work in which the con- 
tribution of each Is not separable 
from that of the others . 

Journal,' Any publication which 
comes oiit at regular intervals and 
is mea^ to be continued indefinitely. 
Other names for journal are Maga- 
zine. Periodical 5 and Serial. ^ 

List Price. The price for a book or 
journal listed in a publisher's 
catalog. 

Location of a Reference. To locate 
a reference means to find out what 
library owns the item which is to 
be requested on interlibrary loan. 

Main Entry, A full catalog entry, 
usually the author entry, giving/all 
the information necessarv to the 
complete identification of a work. 



Manual, A book of rules for guidance. 

Monograph, Usually a single published 
unit containing chapters 3 usually 
written by one or a small group of 
authors and on a single topic. 

Monographic Series. A series of mono- 
graphic works issued In uniform style 
under collective title by an academy, 
an association, a learned society or 
an institution. The monographs may 
or may not be bibl iographi cally inde- 
pendent, but are usually related in 
subject or interest. 

Monthly. A periodical issued once a 
month 5 with the possible omission of 
certain designated months, usually 
during the summer. 

Number. A single numbered or dated 
Issue of a Journal or a series. 

Out of Print. Not obtainable through 
the regular market, since the publisher's 
stock 1s exhausted* 

Out of Stock. Not available from the 
publisher until his stock is replenished. 

Overdue Book. A book not returned to 
the library on time by a borrower. 

Overdue Notice. A card, letter or 
call to a borrower who has failed to 
r*eturn on time the material charged 
him, 

P Slip/ A piece of paper approxi- 
mately 3" by 5% so called because it 
is the same size as the former small - 
sized U. S. postal cards^ used in the 
library for note taking and Just about 
everything else. 

Pagination. The consecutive numbering 
of the pages of a journal or book. 

Pamphlet. A publication, either 
inciependent or part of a numbered 
series, of less than 100 pages stitched 
together^ but not bound; usually enclosed 
in a paper cover. 



Pamphlet Fil. --r Erx. An oDon 

or Closed box for holding a nuniber 

of pn'Mphlats . 

Printer, Ttie person or firm by 
wl^om a book or .inurn:i1 is printed, 
as distinguished froin the publisher 
by v/hom it is issued and the book- 
sel ler by whofn it is sol d. 

Publisher. The person or firm or 
corporate body undertaking the 
responsibility for the issue of 
a book or otner printed materials 
to the public. 

Ready Reference. Rapid consultation 
of the most accessible material to 
find information. 

Recall. A request by a library for 
the return of borrowed material 
when another patron naeds it. 

Reference Book. A book designed by 
its arrangement and treatment to 
be consulted for definite items of 
information rathe)^ than to be 
read from cover to cover. 

Reference Collection. A collection 
of books and other materials in a 
library useful for supplying Infor- 
mation, kept together for convenience 
and generally not allowed to circulate. 

Regional Union Catalog. A union 
catalog of libraries and collections 
in a particular geographical area. 

Reprint! A new printing, vnthout 
materiQl al teration^ as distinguished 
from copies made by typing or photo- 
duplication. Also refers to a copy 
of a journal article acquired from 
the author or publisher. 

Review Article. A:, article which 
attempts to synthesize the current 
information and published literature 
on a subject. The time coverage 
is U'aually limited to a specified 
number of years. 



Review Journal, A journal which 
includes only revif?w articles. 

Routing.. The systematic circulation 
of new inaterial aniong patrons in 
accordance with their work interests 
or fields of specirnl izati on. 

Routing Slip. A form atiached by the 
librarian to a publication which is 
to be sent to one or more persons j 
generally with spaces for names and dates. 

Scan. To examine materials and 
evaluate the usefulness of the 
information it contains to the activities 
or interests of the library's patrons. 

Search Procedure. The plan of L.earch 
through library resources for specific 
information. 

Search Record, A record which shows 
the publication, individuals and 
organizations so consulted in an 
extended search for information. 

Serial . See Journal , 

Series. A number of separate works, 
usuany related to one another in subject 
or otherwises issued in succession, nor- 
mally by the same publisher and in uniform 
style j with a collective title which 
generally appr-irs at the head of the 
title page or on the cover. 

Ser^/1ce Basis. A method of scaling 
prices for a publication^ determined 
by such criteria as library's total 
income, book fund, circulation, and 
potential value of the publication to a 
subscriber; for periodical indexes, based 
on number of indexed periodicals In a 
library. 

Source of Reference. Source of ref- 
erence 1s the place where the patron 
found the printed reference to the item 
he wants to read. The scarce of ref= 
erence Is usually in the list of ref- 
erences at the end of a periodical article 
or \t the end of a chapter in a book. 



'Stacks, A nermanent sel f-supDortinq 
structure uf iron or steel hookcases 
and indonpndent ^of tho wall, of the 
structure . 

Standing Order. An orde)^ nlaced 
with an agent or publishiM^ to 
supply until further notice future 
numbers of a journaK yearbook, etc. 

Subject Headinn. A word or group 
of words indicating a subject 
under which all material dealing 
with the same theme is entered in 
a catalog or a bibliography, or is 
arranged in a file, 

. Table of Contents. A list of pre-- 
liminary sections, chapter titles- 
and other parts of a book, or of 
articles published in a periodical 
with references to. the pages on 
whi ch they begin . 

Title Page. A page at beginning of 
a book or work, bearing its full 
title and usually the author or 
editorial name and the imprint, 

i 

Tracing. Record on the main entry 
card of all additional headings 
under which the work is listed in 
the catalog. 

Union Catalog. An author or a subject 
catalog of all the books, or a selec- 
tion of the books, in a group of 
1 1 braries . 

Union List* A complete record of 
the holdings for a given group of 
1 ibraries , 

Verification of a Reference. To 
verify means to find the complete 
and accurate reference in a repu- 
table -ir.dex, abstract or bibliography. 
See the reference section of this 
manual" for a list of the elements 
of a complete reference. 

Vertical File, A case of drawers 
in which material may oe filed verti- 
cally; the collection of pamphlets ^ .. 



clippings, etc, stored in 
such a file. 



Want List. A file recording 
rnaterial which the library 
wishes to obtain either when 
money becomes available or 
through exchange. 

Weeding. The practice of 
discarding or storing super- 
fluous copies, rarely used 
materials and materials no longer 
of any use. 

Yearbook. An annual volume of 
current information in descrip- 
tive and/or statistical form. 



-From 1st edition. 
Manual for Ho spit al Libraries 



jendix II 
Hints for Index Medlcus Users 



ERIC 



85 
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HEART RATI 



iKsiAtlfifi ©f the h«t«rot©i4« rtjfihtn #sr dlreet 
rf»mf^lnf of thB p&rBCef|irii ^ufhythiaic MutOmAtlira. 

\\m[ eimem] SaIvd m ki. 

.1 Bee lUJ C&rdloi 11:1100.23, iPfli fit) 
Un ih^ prebifim of qHm\b ef ^sie 

eJectro^rdlognphle slfni of venirt^iir 

HoTft Mfd 2#!&-12, Aug 66 (Hu) 
KTlOLOOY 



(S^me ^m\€mi i^ms^^tbo^ oa th«i uj#i of i 
DlffefesGis ^tfti^r Bsetw »mmapl^ UJpftd 

[The etifileKJ ef • 5*w aifdioirtiyf jfl^^esiirle; 

Miaem Mf»€ f%4m^, 1 D?r 8? (ft) 
[ThsrapeBtic iti^r1enes« wttb pre«clliJtridln A In 



STAKDAEDS 

[On La© virtublfity of ^llbrnUor? rursps ■tl.'k^an'l 
lUbntien) In indtfwler dilutloh aludli**' Juf'h»«ms h 



HEART INJI'RIER rCU^ 



NDE 



AlcohsHo esfdio 
chronic aicohoL 
caii<?i] P\xn J* 
Arch Init Cftpd 

PHYHlOPAl 

i^e VyitoiiO 
ardiomvopathy 

aADXDOllA. 

]h&n£el in 
fepliiooment, O 
Brit ReftFt J 

iEART FAIL 

iltfiJ refur^yit 
Goodwin JF, 
Bt-B2 in RVftluJttli 
porin^l sub J act i 
C, &L Boil S 



IlLOOn 

^Uama renin in chronic esp^nmeDUiJ he^rt fliUufe ftnd 
dufini ren*] ■C^lum "nfleif^" froin 
miiM ^g^rtlooidi. JohBitdo CI. ^1 m\ 
Cifc Re« XIillS-2i, Fsb IS 

Chinins In th« piuiiis voluss oaus^ l«g eser^Ki 
In the lying position In h^iiUiy ■ubjecti and pfttienU 

Hth inaufneiQney sf the rl^t heart] Sdalg % et a], 
Of^ Exp Med lAQ;26&m, Ii6€ (G^f) 

.inlai itudy ef blood eoafulablilty is h^ul dlseM, 
espscUlly In ^nfeatlve heart failure] Haosya H. 
N|pp!9B Ika Diif 1 34:238-43, iHl (jap) 

COMPLICATIONS 

(edema and flbrd^ of the iiiaia in left vestridular 
failure. Heard BE. et al, Brti J Radifll 41:161 71, Hat %B 
i ^ae of veBp^c^uaive dlK^e, Demonstrated at tbe 
Eoyai Foat^duate Ifedleal i<^ool. 
Brit Med J l:8iM3, tO lUr W 
r^Uuilen hyponatremli In tafdine laniffl^eBCy] 
Fran^ti et ah MaraeiUe Med l^:0eu6t IM {Ft) 
S^entUatOry ehaafet Induced by brOacbodUator 
aercisoU in miiral itenosia. 11, ^UentJ wif^ 
Gonfeatlve ^fdioeireulatory iaayfffeii&Oy] Sahio Ai 
Boll See lUl C&rdJol L,9e4-70, I9fd (It) 
Dbeaity and ibe ardiovaaeular ayatem] AJzolina Q» et 
aj. Frtsll Me^ inSOS^T. JtU^Aug e€ (It) 
(leari faUure in idlopatbit. pulmonary bemotf derodi ] 
Kwo^y6^i J. 

Fol Ar^ Med Wewatt SBi799.mp IH7 (Fol) 
PlAQNOilB 

be sl08 and aymptoma of vmlvular diseaae and heart 
failuf«. LulBda AA. CUa Ermpem 3Q:S-2$, Jati^llar 68 
diaraeteriiiis And si^lflimD^ of tbe puJmonary 
typ« of P wave In tbe aged] Ne^^l Delia §iiva A. 
a Ge^Bl 14^5^37, JUS i€ (It) 

WRUQ raEfcAPT 

cats ef feota of ofjiI etbi^yalc arid u^n toul blood 
volusa. Samet P, et al. Amer Heart J 7§i£S&i0p Mar SB 
[ode of action of ethacrynlc acid In congestive h^rt 
failure. Porter GA, et al, 

Areb tnUm Med (Cbi^CQ) 121^23S<42, Har 68 
oie of sewer orml diuretlDi la oardiao faUure. Slnba 
BP. iBdiaa Heart j li:lil4, Ji' 
[edlsU {I5d ^^liuker tbeimpy ei 
hlock and ^nieitive beart Allure h 
^, eiaj. J AmeF Vet Med Asi 152:1 U.b. 
Armacolofic AflMltdflj^ to tbe fl 
aauM EH. et al. 
Smrf Gynee Obstet 126.^11-31, M 
Uyo^fdUl lasufflcieney-*! cUste 
^rrelatlsn] Sreuitr H,^t ^, 
Qi elmit^Hforsehaaf I6:71i^i, * 

le quail tlUtlve aff€et of tbe @rdlA€ fiy^^dt 
Acetyl dlioxiiij Stsrz H, 

ich Mid Wsebr 9Siai-7. 22 Mar 61 (Oef) 

'in the lipe of an asaoctatlon of ATP* f»<arhes vUift and 
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Patigm of haart Mlur^ at Lagoe nniveralty Teaehlni 
HOspiUL Okuwobi go. W Afr Med j iau^^EOS, Dec fl? 

PATnDLMT 



Qaae re^rds of t^a Maaae^useltji General Hospital, 
Weekly olinioapaUioisgiai exer^aea. Case 
New giijr j 2Tt:Tl2^9l, 4 Apr §8 

PHYSlOPATHPUJOf 

Observation asd ilxnuktlOD of the cdrcuiatIon» 

add-bAse balAaei. asd MpOnae to ^2 In 

^eyii&^Mea FM^ratkm. L&sge HL, et aL 

Glre^U^m itiSl^, Mar 83 
SystoUs tiise int^rvate in heart Eallure Izi man. Weiaaief 

AM. et ai, l^nslatta t7:14i-£9| Feb 88 
A ^mparMo of 1^ effBOta of vasodilator stlmuU on 

peripherai re^jUkpee irsaaiili In norwil subje^ and 

is patienta wiUi esageativa heart fUlure. ZeUa et al, 

S CUm iBveat 471 M»70, Apf 88 
Renal rok in A^d n^stioe Of heart failure. Lifldeman 

RD. I Okia Medl Am 81i11?-9. Mar S8 
[Pla^ia volyse ^UUfwi Ja daliy iaatal in the healthy 

heart tf^d e^dUii i^offldney] SSnlf S. et al. 

IkUs Wiebf O-'MS-TO. 1 Aug 68 (Ger} 

HEART rUNCTION TESTS (El) 

The uae of aisjl^ ^oe aa^MLrdloffama for the 
^loulatlos of l«fl fB^esMrTOlame In wn, Sandler 
H. et ai. Aam aeM J 75:128^34, Har 68 

T^e vfbropbo^^'^^^ffnph aaa eMsi^l tooh ^lentano 
iT, et al. im»4 mii iMiflijiji 4a47>S3, IM 

Heari^paoed arf&Mtr^. Met#ho^e LE. 
Blos^ Sti SI 119^1, iM7 

[^rapaFlsOB of vvlmu ^euJbiory reaqtlOBa diylng 
phy^^laad SMtal i^^m, ^^tzdlng the dlffereutlaJ 
quoUeBl of Vl] UoUO* M, et al, 
ErgOBOmlea Ifttf^TOS, Hm 87 (Gef) 

[Studlea os the ^itttjf of a dlreet^Feporiifig analog 
^raputer for tti d^efl^saUos of heirt mlsute 
volume is hnua] t^Uer p. et aL 
Z KreialamftorM Sitft8&77, Jul 88 (Qer) 

[GHtial ooaildvrBtl^ai oa Mdlologlal polygrapblc 
itudlei] t^JUUi IE, at al, 

BoU Se# Itel ^tt*l llilt^?, 1^6 (It) 



td lim<* or 
onor bioQi 



A new extnoorpOfBal amiiMtlDP hpat rschangf! 
yUiJzLnji F*jiUer effect apfTilPOiiductors, .Smith FIF;, n 
ai. B|em?d Bni Isitruni S'.WB-7^i. )m7 

HEART NE0PLA8M8 (02) 

[A atjg of auddnii deftth cnuaed by npopuiiiih' 
metaataeea of the perlciifdlunri ] ,S7 yiiiiiflJtk) A. 
Prieri Lek 23^B58-B, 2fl mc 5? (Pnl: 

DlAdNOSI§ 

Clinicslaj^^ of left alfial mysoriwi: report of a cihi 
'aimuiatisiaub^cute ha ferial ^ndoc^rdttl£ bhU tmvU'u 

of B aues treated ftir^cslly. Mundth KD. ft 

ARfl Thorac Sarf i.-26S=6L Mar 
[Ub the dlagnoaUof myxoEnagof the lefitfiuni] Ramod,' 

T, et aL 1 Oei lis Meu Hl'Sll.S, IS Dvc m (fW-ri 

patholooy 

Hlstogeaeaia of pHmar y myicoms of the hoMrt; ^ne 
report. MAtauy&ma et &l Gans 581435 -10, nci 

[ A ase with 2 Upomaj In the myof^rdlum ) 
Wolde^owaki J, Pat Pol lO;45S=a, Oet.p**; S7 f Pnl) 

HEART RATE (01) 

A^ustmest of exerdse intenaity by hnari rate. Hupp 

WFp et ftl Amer Corfeei f hfP S 21.184.8, Nov^Dee a? 
Riotoeiiotrlc re^rdlns of e^Uular activity from a 

telavlalon Iz^ge^ Andrus WD, et a1. 

Blomed Bm iBstrmm 4r243-8, 1#€8 
Mosltorlng^ oomputer entry and dispky of the^ foy| 

vital sli^s. Geddes lA., pt si. — . ^ 

Blomed id lBstra_ffl 3^215^29, li87 
Heart^paced eriomstfy. Morehouae L£. 

Blomed lAstr^m i.l39-4P, 1987 

Hearts dsn trolled ergDDietfy, Both HP, et. ai. 

Blomed 8el Instram 4t84-il, 19^8 
A aimpie method for reaording the ele^rD^fdiogrfim 

and heart nte trom ooni^oua anlniaU^ Firmer JB< ei 

al Brit i Pharmacol 32^93^200, Jan 88 
Exeftiae elec^roairdiograpby In the horie by 

radlotelemetryi Ba&ister EW, et al. 

I Amer Ve| Med Aaa li2il0&4-8. 1 Apr 88 
HonreteBtlon of a vliiial DOBditioned heart-rate 
ai ipr^dlsg depreaaloa^^ 
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The use of apiuttal yafteble Fa«lstaaoe merwy 
nluoni In th« as^fita te^nUlieoua^asgei is 



I 84r510-3. ^0 67 
rt rate after hiemorrhagg, 
id Med J 44iSa-g\ Jan 6S 
lIutlsR cur%'es In aur1«iiar . 
re and after DC 
I K. et al, 

M. Jul 86 (ti«p) 
? in anxiety rttSErtlonii of 
aiitofegoui aatmiia] Frtidi 0 von. 
1 Tlerpayehal mm^SQO, Sep 68 (Ot-?} 



HINTS FOR I^'HEX MEDICUS USERS 



MEDLARS indexes blcmedical literature for publication in 
I^roEX MEDICUS and far computer stnrage and retrieval. All 
aspects of an articlo are indexed completelv bv our liter- 
ature analysts who assign to an article as many subject 
headings as the content requires. The analyst' must desig- 
nate, however, under which subject headings the citation" 
will be published in INDEX MEDICUS and under which hfadings 
the citation will be stored in the computer only. To do 
this he follows many rules to help him make the' judgment . 

Although all the rules he follows cannot be outlinpd !-,ere- 
we can give the reader some very general principles to fol- 
low in using the published issues of the monthly or yearly 
INDEX MEDICUS, By perusing the admonitions below, the user 
will soon learn what to expect to find in INDEX MEDICUS and 
what he will not expect to find; where he will °xpect to 
find it and where he will not. 

1. Look for a subject only in terms of those words llsteid 
In the alphabetical vocabulary published with the January 
issue of each INDEX MEDICUS subscription. This list nf ' 
terms is called MEDICAL SUBJECT HEADINGS (MeSH) . 

An article on dizziness cannot be found under 
. Dlzztness since this term does not Mppear in 
MeSU, The user must try a synonjnn, here, VERTIGO, 

2. Look for a subject where MeSH dii-cts the user in the 
form of a cross-reference. 

An article on bacteremia will be found under 

SEPriCEMIA for MeSH tells the user, "BACTEREfflA 

see SEPTICEMEA." ■ • 

3. Look for terms related to that which you are seeking 

by examining the categorized lists of ten'us also publish- ' 
ed with each January issue of INDEX MEDICUS. The symbol 
in parentheses after the term in the alphabetical list 
sends you to the category which you will find many re- 
lated terms . 



Index Auxiliary Notes 

Index Section 
Bibliographic Services Division 
National Iwlbrary o£ Medicine. 



An article on liver disefises will he fDiind undar 
LIVER DISEASES (C4) but in C4 the user will find 
a categorlzaf n of ALL liver disaasea available 
In INDEX MEDIL >, beyond the terra LIVER DTSMSFS^ 
ACUTE YELLOl^ ATROPIiY; FATTY LIVER; HEPATITIS; ' 
HEBATITIS, INFECTIOUS; LIVER ABCESS; LIVFr'cth^ 
RHOSIS; etc. 



4. Look for a subject containing a compound concept in a 
alternate place if you do not find it in the first place: 
arbitrarily, some terms are direct, some are inverted. 

An article dtx cutaneous tuberculosis Is not found 
under CUTANEOUS TUBERCULOSIS, but under TUEERCOLOS IS , 
CUTANEOUS. Vinyl ether is under VINYL ETOER, not 
under ETHER, VINYL. For various internal techntcal 
or medical reasons, many such decisions for direct or 
Inverted form can only be arbitrary. The user is asked 
to patiently try both ways* 



5. Subjects are divided into more specific breakdowns b 
subheadings (see the List In MeSH) . Look for specific 
aspects of subjects under the subject as divided by its 
subheadings: do not look under a heading which is an exa 
duplicate of the subheading. 

An article on the radiography of the pancreaa is 
found under PANCREAS ^^radiography, not under RADIOG- 
RAPHY. An article on the metabolism of glucose is 
found under GLUCOSE %ietaboliam, not under METAB- 
OLISM. An article on penicillin In-the blood is found 
under PENICILLIN *blood, not under BLOOD. An article 
. on urinalysis in gout is found under GOUT ^^urlne, not 
under URINE, 



6, Look for the most specific te 



rm, 



An article on leishmaniasis is found under 
LEISHMANLASIS, not under TROPICAL MDICINE. 
An article on i^aniclllin is found under 
PENICILLIN, not under ANTIBIOTICS. 

7. Look for organs ^ diseases and physiological processes 
in persons of various ages under the organ, the disease 
or the physiological process, not under the age group. 



ERLC 
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An articla on gout in infants is found under 
GOUT, not under INFANT, An article on hand 
injur lea in the aged is under llAm TNJIJRIES, 
not under AGED, . 

8. Look for research in various laboratory animais under 
the subject of the research, not under the laboratory anl 
mal. 

An article on arthritis irduced in rats is found 
under ARTHRITIS, not undnr RATS. 



9. Look for various technics applied to specific research 
under the specific disease, substance / etc * , not under the 
technic, unless the technic Is the point of the study. 

An artlcU on gamma globulin In syphilis studied 
electrophorecically is found under GAMMA GLOBULIN 
^analysis and SYPHILIS ^immunology , not under 
ELECTROPHORESIS nor BLOOD PROTEIN ELECTROPHORESIS - 
But an article on tKe chromatography of amino acid^ 
IS found under AmNO ACIDS ^analysis and also under 
GHRO^mTOGRAPHY. 

10* Look for diseases of various organs under the organ/ 
disease term. If an organ/disease term is not In MeSH, 
then look under the organ. 

An articla on intestinal diseases is found 
under INTESTINAL DISEASES, not under INTESTINES, 
An article on jejunal diseasea is eought under 
JEJUNAL DISEASES but since this term does not 
exist in MeSH, it is found under JEJUNUM and 
not uuder INTESTINAL DISEASES (since this is 
more v;:eneral), 

11, Look for diseases caused by various organisms under 
the organism/infection term. If an organism/infection 
tem is not in MeSH, then look under the organism. 

An article o^E. eoli infection Is found under 
j ESCHERICHIA GQLI INFECTIONS, not under ESCHER-- 
j ICHIA COLI. An article on Bordetella infection 
I li sought under BORDETELLA INFECTIONS but since 

this term does not exist in HaSH, it is found 

under BOMETELLA, 



12, Look^under -ology or -latrics terms only for articles 
on the field or speciality or the =ologist or -iatrist: 
articles on diseases, organs or pacients will not be found' 
here. 

An article on dermatologica i therapy is found 
under SKIN DISEASES '^therapy ^ not under DERMA- 
TOLOGY. Articles on dermatnlogy, the field of 
dermatQiogy or the dtrmato Legist are under DERM4- 
TOLOGY. 

13. Look for general pathological processes of various or- 
gans under the organ or the disease term, not under the gen- 
eral pathological process (necrosis, gangrene, inflammation, 
fracture, hypertrophy, atrophy, hyperplasia, etc/). 

An article on nacrosis of the pancreas is 
found under PANCREATIC DISEASES, ^ not under 
MECROSIS. 
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MDLINE SEARCH RfQUFST 

M[[H m up r Niy 



OrcupisUoti of qu<M !»7r 



DCTAIUJD STATEMUMT OF REOUlHEMnriTS (norcribo .uhj^c* mallK (^r which n^arDj ^..ndur^s 
that h^\Vo fipoci li niOiinir-^ m your rcquoni S'ytc rriri?. ;^0T to bv iNchirkd ) 



Picai^O lin! dn/ known rolovant clldtiona. 



inDicATn r:-LFi:RE:;ci: 

□ Fcv^, very rrj .ant arJiC-o.= 
bility of pefi|;l^^^rai in jU fi^l 



MEDLINE SEARCH REOUEST 



rhi% iorm khfyulti only br usrfi whrn ymj Ninnnt vhit 4% MEDLiNF efnlrf 



Organi Station, S'tc^p! Addronij, City, State & Zip 



Qccupalion of EfjquQMoT 



MfDl INT USf: ONLY 
"MEDLINF: Andly.t 



Da! 



Tojcfvliono No 



Purpose of Se,afch 
□ P^licnt Cart' 

n Teaching 



DHTAILED STATEMENT OF REQUmEMENTS (Dpneribe mibjict m,nc>r for whidr.;.rch tp conduct!..]. H:^ .^r.;!;. D.{:.. y^nn- 
that hav© iipecial moiining m your requnst. Stito pointn NOT to bo Included.) " " 



Please liBt any known relevant dt^tlgnii, 



INDICATE PREFERENCE 

□ Ff?w. very relevant articles. 

□ Cumprehensive seareh with posai^ 
bility of peripheral material. 



